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Purpose 
Staff at HealthHarmonie have a crucial role to play in achieving the organisations’ key aims. 

HealthHarmonie therefore needs to be able to attract and retain staff of the highest calibre.   

 

The purpose of this policy is to provide a sound framework, based around core principles that are 

outlined below, within which to facilitate this requirement.  The accompanying Procedure provides clear 

guidance on the key stages in recruiting and selecting for a post.  

 

This policy and procedure encompass all activities that form part of the recruitment and selection 

process.   It is applicable to all staff recruitment irrespective of staff group or nature of employment.  For 

the policy and procedure to be effective it is essential that any employee who is involved in any aspect of 

the recruitment and/or selection of staff is aware of this document and adheres to it.  Ultimately it is the 

responsibility of the senior management staff within HealthHarmonie to ensure that this is the case.  

 

Scope 
HealthHarmmonie recognises that effective recruitment and selection practices are fundamental to its 

future success and that a good selection can lead to better patient care, higher morale, lower turnover of 

staff and lower rates of absenteeism. 

 

This policy is designed to assist managers to get the best candidates for their vacancies and to fill 

vacancies within a reasonable time scale; at reasonable cost; all within best practice, following 

employment legislation and associated standards. 

 

All appointments must be made in accordance to this policy and would,, therefore, be subject to 

approval, advertising, shortlisting, interview and employment checks as below. Any exceptions to the 

policy must be agreed by The Board or Managing Director in advance. 

 

HealthHarmonie will always ensure all employees, temporary or permanent have been fully vetted and 

all the necessary mandatory Employment Checks are completed prior to commencing work. 

 

When employing temporary or casual staff the principles of good practise outlined in this policy should 

be followed. 

 

Roles and Responsibilities  
It is the responsibility of each Head of Department to ensure this policy is carefully followed within their 

area of responsibility. The Recruitment Team have a responsibility to ensure that any new employee has 

been properly recruited in accordance with this policy and all pre-employment checks have been made 

such that they are satisfied that the employee is safe to work/practice. 

 

Monitoring and review  
This policy and procedure will be reviewed every two years from the date of implementation.  Reviews 

will be initiated by the Human Resources Manager.  Where changes in employment legislation occur that 

directly affect this policy and procedure these will be reflected with immediate effect and communicated 

throughout.  
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Recruitment and Selection Procedure  
There are several key stages in recruiting and selecting for a post.  This procedure outlines the key 

stages and provides operating guidelines.    

 

Workforce Planning 
Workforce planning activity is taken by the Head of Departments will show any intended changes in skill 

mix or any other significant organisational change and development. However, HealthHarmonie also 

recognise that with continued growth, the business may create unforeseen opportunities. 

 

Vacancy arises  
When a vacancy first arises, whether this is due to the current post holder moving internally or externally, 

or whether it is a new role, it is important to evaluate carefully the need for the role and consider this in 

the context of the strategic plan.  Consideration should be given to the purpose and content of the role 

as well as where it fits into the structure of the organisation.  

 

Job description and Person specification  
A job description and or person specification must be produced or updated for any vacant post that is to 

be filled.  

• The job description should accurately reflect all elements of the post. 

• The person specification should state both the essential and desirable criteria in terms of skills, 

aptitudes, knowledge and experience that are required for the job, all of which should be directly 

related to the job and applied equally to all applicants.  Care should be taken when drawing up 

the person specification to avoid including criteria that may have the effect of indirectly 

discriminating against certain groups of applicants.   

 

Authorisation  
All posts are subject to an approved Recruitment Authorisation Form. The RAF must be completed by 

the Line Manager and signed off by the Head of Department and a Director. The RAF is then sent to the 

Recruitment Team to log and then the post will be advertised both internally where applicable and 

externally on the job boards that HealthHarmonie utilises.  

 

Advertising  
The aim of advertising is to attract the right pool of suitably qualified candidates from which to make a 

selection. When completing a RAF, Managers will include core information about the vacancy. 

Advertisements should be based on the person specification and job description and identify a number of 

the essential criteria in order to maximize the number of suitably qualified applicants.  In normal 

circumstances posts should be advertised both internally and externally thus allowing career 

development opportunities for existing staff whilst ensuring compliance with Equality Legislation.  

 

Enhancing the diversity of the workforce.    
In certain circumstances, it may be more effective to use a recruitment agency than to advertise 

externally.   Approval to do so should be sought from the Managing Director.  This will not,, however, 

eliminate the need to advertise the position internally.  
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Further particulars that provide background information pertinent to the job should be produced.  This will 

be provided to applicants upon enquiry. 

Staff who have been acting-up in a position that subsequently becomes vacant will have to apply for the 

position when it is advertised.  In such cases, the position is likely to be advertised on an internal basis 

only. 

 

Managing the Application process  
CVs are required for any posts advertised externally. 

HealthHarmonie has a legal obligation to comply fully with the provisions of the Rehabilitation of 

Offenders Act 1974.  HealthHarmonie’s policy on the recruitment and employment of ex-offenders sets 

out the steps to be taken in relation to exempted and non-exempted posts.    

 

Shortlisting  
All applicants should be assessed against the person specification and should meet the essential 

criteria, as a minimum.   

Shortlisting should be undertaken by a minimum of two people to avoid any possibility of bias, one of 

whom would normally be the direct Line Manager. Candidates will be shortlisted based upon the 

applicant’s ability to do the job. 

Shortlisted candidates should be provided with details of the selection process, including any tests, in 

writing giving as much prior notice as possible. They should also be asked to HealthHarmonie if there 

are any particular arrangements or reasonable adjustments that could be made so that they can 

participate fully in the selection process.   

The further particulars that are provided to applicants will include the closing date for applications and a 

statement advising applicants that if they have not received a written response from HealthHarmonie 

within 4 weeks that they should assume that their application has been unsuccessful on that occasion.  

Any member of staff involved in a selection process who has a personal or familial relationship with an 

applicant must bring this to the attention of the Managing Director. 

 

Selection  
It is recommended that a range of selection methods that are suitable for assessing both the essential 

and desirable criteria in the person specification are established as this will enhance objective decision 

making which is difficult through interview alone. 

Interview questions and the structure of the interview should be consistently applied to all candidates 

and should be based on the person specification. 

Notes recording the salient points of the interview should be taken so that they can be referred to when 

assessing candidates against the person specification and making decisions.  Interview notes and any 

other notes on the candidate taken during the recruitment and selection process should kept as a 

reference for feedback.  

If a candidate requests feedback about their performance in the selection process this should be 

arranged by the Interviewing Manager or the Recruitment Team.  

Unsuccessful interview candidates should be dealt with courteously and sensitively and should as a 

minimum receive written notification of the outcome of the selection process. 

Where there is disagreement amongst a panel as to the successful candidate the majority view shall 

prevail. 
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Employment Offers 
After interview, Line Managers may wish to make a verbal conditional offer of employment as quickly as 

possible to avoid the chance of applicants accepting alternative offers from other employers. This can be 

delegated to a member of the Human Resources & Recruitment Team who has been part of the 

selection and interview process. 

A conditional offer is subject to mandatory employment checks. HealthHarmonie may subsequently 

withdraw an offer where unsatisfactory employment checks have been received.  

When an offer of employment is made to one candidate, the other candidates should also be informed 

that they have been unsuccessful and given feedback as to why they have been unsuccessful. Where a 

conditional offer is made to one applicant, the Line Manager may wish to hold another suitable applicant 

in ‘reserve’. 

At the point when a conditional offer has been made, the Human Resources & Recruitment Team will 

create a personnel file, and this will include copies and or originals of the following: 

• Application form 

• Completed Interview notes 

• Copies of certificates/qualifications necessary for the post/professional registration details 

• Copies of Right to Work in UK/documents/work permits/visa/identification  

• References 

• 3rd Part DBS where applicable 

• Proof of address  

 

 

Pre employment checks for all employees 

 

References  
In summary and as part of the mandatory employment checks, HealthHarmonie will seek to obtain 

written references for all applicants covering the last three years of employment and from a minimum of 

two separate employers and or a Character Reference where applicable. If a second reference cannot 

be obtained after a minimum of three attempts, a third reference will be obtained and sought, where 

possible. If the Human Resources Team have been unsuccessful in obtaining a second or third 

reference, am Employee Reference Review Form should be completed outlining the candidate’s details, 

attempts made to contact references and suitability for the role. The form is then reviewed and approved 

by the Human Resources Manager, Heald of Quality and Contracts and the Managing Director. 

In the case of someone who has never been employed, a reference can be supplied from the candidates 

School, College or University. 

Information sought from referees should be structured around the requirements of the job and the job 

description should be provided.  It should be noted that many organisations have a policy of not 

providing personal references and therefore references provided may only confirm details of current 

appointment.   

Referees should not be contacted without the candidate’s consent. 

The information provided should be treated as confidential and should be used only to verify information 

collected through the selection process.  

Documents relating to all applicants will be treated with the utmost confidentiality and in accordance with 

the Data Protection Act 2010.  
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Right to work in the UK/Identification Check 
HealthHarmonie’s mandatory employment checks and the Asylum and Immigration Act 1996 requires 

that all new employees prove that they are eligible to be employed by providing originals relevant 

documentation. The Home Office has provided guidance which outlines the type and range of 

acceptable tight to work documents that must be obtained and verified to prove an individual’s right to 

work in the UK (listed in Appendix 1).  Failure to do this prior to employing an individual is a criminal 

offence. All shortlisted candidates are requested to bring in their identification documents with them for 

their interview.  

Employers must see: 

• One document or a combination of documents as specified in List A; or 

• One documents or a combination of documents as specified in List B 

HealthHarmonie does not accept any other documents or combination of documents other than those 

stipulated by the Home Office in Lists A and B in order to retain statutory excuse. 

All documents must be original and show that the holder us entitled to do the type of work being offered. 

 

 
The Human Resources & Recruitment Team will not issue an employment contract until the necessary 

proofs of the employees’ eligibility to work in the UK have been reviewed and confirmed as valid. 

Documents that contain an expiry date should be valid and current. Photocopies and documents 

downloaded from the internet are not acceptable. 

There are a small number of exceptions to the valid and current rule, which include out of date UK/EEA 

passport and an EEA national identity cards. All managers should seek support from the Human 

Resources and Recruitment Team who will consult the UK Visa and Immigration employers guide for 

further information as to what can be accepted, 

An indefinite leave to remain stamp in an expired passport is not acceptable. Where an induvial presents 

an expired passport with indefinite leave to remain, HealthHarmonie will provide the induvial with an 

opportunity obtain and provide current documents, such as a Biometric Residence Permit. 

Copies of all documents are kept for the duration of the individual’s employment and for a further two 

years after their employment has ceased. The person taking the copy must sign and date it to show it 

has been certified. 

 

Copying and storing documents 
All documents are coped and retained on file electronically within induvial personnel files, this is to 

provide proof against penalty, in line with data protection Laws, namely the General Data Protection Act 

2018. A record date on which the check was made must be retained and held securely. Copies of all 

relevant pages will be made; 
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• Passports: any page that has the documents expiry date, nationality, date of birth, signature, 

leave expiry date, biometric details and photograph, and any [age containing information 

indicating the holder has an entitlement to enter or remain in the UK and undertake the work in 

question. 

• All other documents: the document in full, both sides of a Biometric Residence Permit. 

 

Recruiting candidates within the EEA 
Nationals from EEA countered and any immediate family members (where the EEA national continues to 

reside in the UK) can currently enter and work freely in the UK without any restrictions. They must 

however, be able to produce one of the documents in List A which confirms their nationality. 

There ill be no changed to the ways that EU, EEA and Swiss citizens can prove their right to work until 1 

January 2021 regardless of whether the UK leaves the European Union with or without a deal. 

The Home office EU Settlement scheme, meanwhile, has been devised to provide EU citizens and their 

families a further route to living and working in the UK after 31 December 2020. 

 

Recruiting candidates from outside of the EEA 
Should HealthHarmonie wish to recruit foreign nationals from outside the UK or EEA under Tier 2 of the 

points-based immigration system, or who wish to extend the employment of an individual when their Tier 

2 visa expires, must apply for a sponsorship licence, and issue a Certificate of Sponsorship (CoS) to 

migrants they wish to employ.   

This will be reviewed be The Board before any offers of employment are made either verbally or in 

writing. 

 

Disclosure and Barring Service  
In accordance with HealthHarmonie’s DBS Policy, all new employees will be required to undergo an 

enhanced DBS check. As an employer, HealthHarmonie has a legal entitlement to request criminal 

record information under the Exemptions Order of the Rehabilitation of Offenders Act 1974.  

 

All candidates will be subject to an enhanced DBS Check with Adults and Children’s Barring list 

disclosure. 

 

HealthHarmonie reserves the right to carry out these checks as a person role is subject to change during 

their employment and or the duties that are carried out within their role. For example, if an employee has 

a non-patient facing role but I asked to move to a patient-facing role either short term or permanently.   

 

Human Resources will accept DBS checks that have been carried out within the last 12 months. 

Although having a criminal record will not necessarily prevent employment, HealthHarmonie will not 

employ individuals who have been formally disqualified from working with children or vulnerable adults.  

 

Agency workers and Contractors 
To ensure agency workers meet the requirements for DBS, Human resources will liaise with the 

respective recruitment agency to ensure the correct level of clearance has been achieved. The agency is 

responsible for confirming to the Humans Resources Team that a DBS check has been completed in line 

with the role the individual is carrying out. All declarations must be made prior to work commencing, by 

the agency, on behalf of the candidate. 
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A candidate cannot commence work within the organisation until the DBS check has been completed 

and they have presented their certificate to HealthHarmonie’s Human Resources Team for verification. 

In situations where a positive disclosure is identified, HealthHarmonie’s Clinical Governance team will 

review the case in line with our DBS policy.  

 

Professional Registration  
Where an applicant has applied for a role which requires professional registration with a professional 

body, then the status of their membership will be checked directly with the relevant professional body. 

Human Resources will use the General Medical Council website, the Nursing and Midwifery Council 

website, the Health Professionals Council website or the Royal Pharmaceutical Society Great Britain 

website to check the registration status of applicant and identify if there are any conditions of practice. 

For non-health professionals, key qualifications and membership of professional bodies should be 

verified. This should be confirmed by taking copied of certificates and checking with the appropriate 

professional body prior to the successful applicant commencing work. 

 

Immunisation History 
For all clinical roles, the candidate cannot start employment until they present their immunisation history.  

 

Commencing Employment 
For all new employees, Human Resources will take responsibility of produce a Smartcard and arrange 

an Induction with either their Line Manager or the Training Team on their first day. 

Human Resources and the Line Manager will ensure all practical arrangements are considered to 

welcome the new employee including 

• All I.T access to be set up 

• Be met of the first day and given a tour of the office 

• Arrangements for Uniform if applicable 

• Completion of Mandatory compliance training 

• Producing of I.D. badge 

 

General Data Protection Rules 2018 
HealthHarmonie will keep all recruitment records in line with GDPR  2018 retention requirements, and to 

demonstrate that we are an equal opportunity employer.  
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Other Policies  

1. DBS Policy 
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APPENDIX 2  

Establishing Identity  
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