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Recruitment Policy

 EMPLOYMENT POLICIES AND PROCEDURES

Principles

Our employment policies are designed to produce a framework within which all staff are treated in a fair and consistent manner. They have been developed to ensure that staff  are aware of what is expected of them and what the school, for its part, offers in return.

The objectives are therefore to match the school’s needs with staff satisfaction so far as is possible, but also to motivate employees towards the achievement of the school’s primary purpose. To achieve this, a number of principles have been adopted in preparing our employment policies and these are as follows:

· To promote the utilisation of knowledge, skill and experience of all employees to ensure the efficient and timely operation of all the school’s support services.

· To reflect a sensitivity to the attitudes and views of all employees.

· To offer opportunities for personal development and advancement, where this is possible, to all employees with the necessary ability, ambition and integrity, in order to meet the needs of the school.

· To provide pay and benefits that are fair and competitive for the job they hold.

· To support the good faith with which all employees and their representatives are dealt.

· To promote high standards of occupational health and safety.

Equal Opportunities and Discrimination

St Joseph’s School is an equal opportunities employer.

In order to promote an environment within which the school can call upon the widest possible range of knowledge, skill and experience, as well as ensuring compliance with the relevant legislation and codes of practice, we are committed to achieving and maintaining a workforce which represents the population within our recruitment area in terms of race or colour, nationality or national or ethnic origins, sex or marital status and disability.

To this end, we shall regularly review the operation of our recruitment, promotion, training and development policies to ensure that no applicant for employment or member of staff is disadvantaged by conditions or requirements, which cannot be shown to be justifiable.

If, at any time, employees feel that they have been treated less favourably than others in relation to equal opportunities without reasonable justification, they should raise the matter with their immediate manager and utilise the grievance procedure. In the event that any employee has been the subject of discrimination by another employee in terms of physical or verbal abuse, or harassment, he or she should inform his or her manager immediately. The perpetrator of any proven instance of discrimination will be subject to disciplinary action and may be dismissed.

Recruitment and Selection
The staffing process is governed by the school’s principles of non discrimination and is designed to achieve the best match between, on the one hand, the individual’s knowledge and skills, experience and character and, on the other hand, the requirements of the vacant post, recognising the need for flexibility to respond to changing conditions.

· The capability of the individual to perform in the position will be the major selection criterion but the ability both to work with others and to be trained, coupled with individual potential will be taken into account.

· All applicants will be dealt with courteously and as expeditiously as possible.

· Carefully selected and validated skills and/or psychometric tests may be used as part of the selection process and will be administered by a trained tester.

· Appointments will be confirmed on receipt of satisfactory references and/or medical report and/or satisfactory completion of a probationary period.

Recruitment policy
1. All permanent posts are to be advertised either nationally, locally or internally depending on the nature of the post.  All advertisements are to state the CRB level of disclosure.

2. All applicants will receive a job description, information on the school and an application form (see policy on equal opportunity)

3. All application to be acknowledged by post/e-mail.

4. Applications to be sorted by the SMT or Governors depending on the post and a short list drawn up.

5. References will then be taken up on the short list candidates.

6. Short listed candidates will be invited for interview.  They will be asked to bring proof of academic qualifications and proof of identity (passport & address related identity).

7. Candidates for teaching posts may be asked to take a lesson observed by a member of the SMT 
8. A successful candidate will be offered the post subject to a CRB disclaimer.  Acceptance will be by letter with a contract to follow.  Normally a 12-month probationary period will be adopted.

9. The period of notice to be worked will be at least one full term for teaching staff and as on the contract for non teaching staff.
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