Recruitment Policies

Equal Opportunities Policy for Recruitment and Selection

Alternative Futures Group are responsible for ensuring that fair and open competition and equal opportunities for all candidates is practiced at all times. 

On-line applications will be considered on an equal footing with written applications, when selecting people to fill the advertised vacancies.
Through appropriate training, Alternative Futures Group will endeavour to ensure that by complying with the following guidelines, employees making selection and recruitment decisions will not discriminate in the making of those decisions:

· A consistent, non-discriminatory approach to the advertising of vacancies will be utilised.

· The company will not confine recruitment to areas of media which provide only for, or mainly to, applicants of a particular group.

· All applicants who apply for jobs will receive fair treatment and will be considered solely on their ability to do the job.

· All employees involved in the recruitment process will periodically review their selection criteria to ensure that they are related to the job requirements and do not unlawfully discriminate.

· Job descriptions will be revised to ensure that they are in line with the equal opportunities policy.  Job requirements will be reflected accurately in any person specifications.

· Short listing and interviewing will be carried out by more than one person.

· Interview questions will be related to the requirements of the job and will not be of a discriminatory nature.

· Selection decisions will not be influenced by any perceived prejudices of other staff and will be based solely on the applicant’s ability to do the job.

· Promotion and advancement will be made on merit and all decisions relating to this will be made within the overall framework and principles of this policy.

· Managers must ensure that the policy is adopted by any agency responsible for recruitment and a copy of the policy will be made available to all applicants for employment with Alternative Futures Group.
· The Human Resource Department will maintain and review the employment records of all employees in order to monitor the aims related to recruitment, selection and retention.  The results of monitoring will be reviewed at regular intervals to assess the effectiveness of the implementation of this policy.  If necessary, adjustment will be made to the policy to ensure that equal opportunities are afforded to all applicants and staff.

· Monitoring will involve:

· The collection and classification of information regarding the ethnic/national origin, the sex and whether disabled, of all current employees.

· The examination by ethnic/national origin, sex and disablement of the distribution of employees and the success rate of the applicants.

· Recording recruitment, training and promotional records of all employees, the decisions reached and the reason for these decisions.

Recruitment of Ex-Offenders

Whilst recognising that ex offenders should not be forever penalised because they have a criminal record, Alternative Futures Group also has a paramount duty of care to its Service Users who may be amongst the most vulnerable members of the community.

Alternative Futures Group will, in its consideration of ex offenders as candidates for employment, respect the provisions of the Rehabilitation of Offenders Act, but also its statutory, contractual and moral duty to Service Users and will comply at all times with the Protection of Vulnerable Adults.

Under the Rehabilitation of Offenders Act 1974, persons who have been rehabilitated following a custodial sentence not exceeding 30 months are entitled to be treated as though the offence had not been committed.  They are not obliged to reveal the offence to an employer.  However there are some exceptions to this, and some posts within Alternative Futures Group are exempt.  Applicants for Alternative Futures Group posts are not entitled to withhold information about ‘spent’ convictions.

Applications which show a candidate to have a criminal conviction or convictions will not be automatically barred from employment with Alternative Futures Group.  

However, because of its responsibilities to its Service Users and staff, Alternative Futures Group will consider some offences as being a bar to employment with the company.  Examples of such offences are listed below.

These are examples and are provided for guidance only.  This list should not be regarded as exhaustive.

· Any offence which places the applicant or employee on the Sex Offenders Register or any offence involving sexual assault or sexual offences involving persons of limited mental capacity

· Any conviction for assault, wounding, actual or grievous bodily harm, homicide or any other offence involving violence or the threat of violence against any person or group.

· Any offence involving the dealing, trading or misuse of drugs.

· Any offence of fraud, obtaining by deception, forgery or impersonation for the purposes of obtaining monies or property.

· Obtaining cash or property through menaces and / or the threat of violence.

· Serious road traffic offences such as drunken driving, causing death by dangerous driving or any driving conviction which has resulted in a term of imprisonment.

· Any conviction which has resulted from a serious breach of food hygiene regulations.

· Any offence which has been racially motivated, or motivated by religious or political hatred.

· Any offence involving abuse of trust, ill-treatment or willful neglect.

When considering whether a disclosed offence shall be a bar to employment or give substantial reason to dismiss, the following factors will be taken into account:- 
· The seriousness and relevance of the convictions or other matter revealed

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

· Whether the conviction history suggests any safety implications to service users, staff or property

· The length of time since the offence or other matter occurred

· The background to the conviction, i.e. was it a one-off offence or part of the history of offending?

· Any changes in the applicant’s circumstances since the offence was committed or other matter occurred

· If the offence has been de-criminalised or, where the conviction was committed abroad, would the action constitute a crime within the United Kingdom?

· Whether the convictions disclosed relate to offences in the United Kingdom, European Union or other overseas jurisdiction.

· The behaviour and conduct of the candidate since the offence was disclosed, for example, in references and manager’s reports.

· Whether the offence came to light through the company’s enquiries, third party sources or an admission by the candidate or employee.

Information relating to criminal convictions cautions or reprimands must be disclosed when required during the recruitment process and indicated in the Declaration Section of the Application Form.  Any non disclosure, whether deliberate or not, may result in employment with Alternative Futures Group being terminated. In addition, if you have submitted any other applications for employment to Alternative Futures Group, these may also be affected by such a non-disclosure. 
Where a candidate who has a criminal record is nonetheless short listed and interviewed he/she may be given the opportunity to explain the circumstances of the conviction at the interview. Any information disclosed will be treated in strict confidence.  
Any criminal conviction highlighted during the recruitment process will be referred to the appropriate Divisional Head of Operations and HR Business Partner.
It is the responsibility of every employee and potential employee to immediately declare any criminal convictions. 

Alternative Futures Group will ensure that any information regarding offences is kept confidential within the organisation, in accordance with the Confidentiality Policy and the CRB Code of Practice.  

Disability Discrimination Statement

Alternative Futures Group has the 'Positive About Disabilities - Two Tick Employer Award' which ensures that disabled people are not disadvantaged in the workplace. 

Under the Disability Discrimination Act people with a disability or a health condition are entitled to ‘reasonable adjustments’ during the recruitment process.  

Please let us know if you require any reasonable adjustments, due to disability, to enable you to attend an interview, or if there is anything you wish us to take into account when considering your application. Reasonable adjustments are things like sign language interpreters, altering the time of the interview, or making the interview room accessible for you.  If you would like to discuss your disability requirements further, please contact the Human Resources Department on 01514824005, e-mail at HRRecruitment@alternativefuturesgroup.org.uk or alternatively notify us in writing at Human Resource Department, Lion Court, Kings Drive, Kings Business Park, Prescot, Merseyside, L34 1BN.
