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Recruitment and Selection

Preamble
All University formal documents relate to the policies, strategies, procedures and regulations
of the University having been approved by the appropriate formally recognised and
constituted body. All University employees and students are required to adhere to the formal
processes and regulations of the University.
This document should not be read in isolation as other University processes/formal
documents could be relevant. A full listing of all formal documents is available on the
University’s website.
Any interpretation of the content of this formal document will be at the discretion of the HR
Service Director.
The names of committees and titles of posts may change from time to time. This shall not
invalidate the powers of the equivalent successor committees or post holders.

Introduction
1

The appointment of employees is an essential and integral part of the University’s
People Strategy, which identifies the human resource needs of the University over a
specified period and sets objectives to meet those requirements. Bucks New
University’s aim is to ‘have the right people at the right time, competent and motivated
to deliver the goals of the organisation’ and support the objectives of the University
outlined in the Strategic Plan and People Strategy.

2

It is essential that both prospective and existing employees view the recruitment and
promotion processes as transparent, fair and impartial. Policy objectives are to:
•

•
•
•
•
•
•

Ensure that the University is resourced both now and in the future by adopting
best practice in recruitment and retention, through robust resource planning
policies and procedures, career and succession planning and exit management.
Ensure selection is based on merit.
Provide guidance and a framework for consistent practice.
Follow the principles of open and fair competition.
Maintain professional standards at all times and at all stages of the procedures.
Ensure that equality and diversity is an integral and explicit part of the procedures,
and
Ensure that recruitment is seen as a key public relations opportunity by all
involved and that all potential recruits are dealt with fairly, honestly and
courteously.

3

This policy should be read in conjunction with other HR policies and supporting
documents such as; the Guide to Induction and Probation, Academic Career
Progression and Promotion and Guide to Shortlisting, Interviewing and Appointing
which can all be found on the University’s website under formal documents, or on the
HR area of Blackboard, under Information for Managers.

4

Candidate data and information will be managed in accordance with the University’s
Data Protection and Data Quality Policy.
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Scope
5

This policy and procedures refer to the recruitment of fixed-term and permanent
employees. Separate procedures and guidance exist for the employment of Atypical
(hourly paid) employees (see Atypical Requisition Form and the Guide to Recruit
Atypical Employees). Please see 13 below.

6

All forms referred to in italics can be found on Blackboard under HR and Frequently
Requested Forms.

Equality and Diversity Monitoring
7

The HR Directorate will monitor the recruitment and selection process in relation to
equality and diversity at all stages of the application process, including short listing,
interviewing and appointment (further detail is given below). All applicants will be asked
to complete an equality and diversity monitoring form; which at application stage is
anonymous and reports will be compiled by the HR Directorate on a monthly basis and
shared with SMT. Data is also presented to the Equality and Diversity Committee on an
annual basis.

Resource Planning and Recruitment
Identifying and filling vacancies
8

Before advertising a vacancy, consideration must be given to whether it may be
considered suitable alternative work for any employees whose current posts have been
identified for restructure/redundancy. All other vacancy situations will be filled through
an open and fair recruitment process using the recruitment procedures outlined in this
document.

9

For all role replacements that are within budget the faculty/directorate is required to
submit an Employee Requisition form - Replace existing posts. The Recruiting Manager
will be required to discuss the post with their HR and Finance Business Partners and
make a case to their SMT lead or Dean of Faculty as appropriate. If approved by the
SMT lead or Dean of Faculty, this form will then be put forward to the next appropriate
SMT meeting for their authorisation and sign off by the Vice-Chancellor. All
replacement requisition forms must be forwarded to the HR Services Director, through
the HR Business Partner no later than the Wednesday before the Monday SMT
meeting (3rd Monday of the month).

10 If there is a need for a new post identified outside the annual resource planning
process, the faculty/directorate are asked to submit an Employee Requisition form –
New posts, along with a Job Description, person specification and a business case
explaining the rationale, business benefit and value including growth, income, student
numbers (if applicable), and improvement to business processes and/or any additional
costs/benefits. Where necessary, the HR Business Partner will liaise with the budget
holder/line manager and complete a Higher Education Role Analysis (HERA) form,
score the post and allocate a salary grade. For more details on the HERA please see
the Role Review and Analysis Policy & Procedure.
Buckinghamshire New University
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11 The line manager is required to gain approval for recruitment through the Faculty or
Directorate line management and then the relevant SMT member will present the new
post business case at a SMT meeting for approval in line with paragraph 9 above.
12 When a recruitment need is agreed, the appropriate HR Advisor will be assigned to
work with the recruiting manager responsible for the vacancy.
13 For Atypical recruitment the requisition form needs to be completed by the line
manager and approved by the Faculty/Directorate budget holder. This form then needs
to be approved by the HR Services Director and SMT lead prior to any offers of
employment being made. Atypical requisitions are not subject to approval at the SMT
meeting, but the request must be within the approved budget allocated for Atypical
resourcing and have the SMT lead approval.
14 Unless in exceptional circumstances, the role signed off by the Vice-Chancellor must
be recruited to as stated e.g. Full time posts should not be offered as a job share at
point of offer. If the panel wish to amend the requisition form and make a different offer
this must be authorised by the HR Business Partner and Faculty Dean in advance of
making any such offer.

Job Description and Person Specification
15 All posts must have an up to date job description, which describes the work to be
carried out, and also provides a marker against which performance and development
needs of the post holder can be assessed. It should be written by the line manager in
conjunction with the relevant HR Business Partner and should be a meaningful and
accurate summary of the content of the job: any requirements that are not justifiable in
relation to the job must not be used as this could lead to indirect discrimination. The
standard Job Description template includes the following elements:
16 Job Title
•

This should be relevant to the grade and function and should be gender neutral.
For lecturing posts the job title will normally be the level of post and course/subject
area, e.g. Senior Lecturer – Performing Arts. The relevant HR Business Partner
must be consulted in relation to job titles to ensure these are applied consistently
across the University

17 Grade
•

The grade of the post should also be specified. The grade will remain unchanged
unless significant changes demand a re-assessment of the role, in which case the
process of completing a new role outline should be followed.

18 Location
•

Stipulate where the main base for the job is either High Wycombe or Uxbridge

19 Hours
•

State if the role is full or part time hours. If part time, state the fraction

20 Responsible to
•

Stipulate who the role reports to
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21 Responsible for
•

This section confirms if the role has any direct reports, if none type N/A

22 Job purpose
•

This should be a short summary statement describing the aims of the role and
indicating where the post fits into the subject/faculty/service area. It should
answer the question ‘what would not get done if this post did not exist?’ and
should follow the format of what is done to what/whom and with what outcome,
e.g. ‘To ensure that all orders and enquiries to the department are processed
efficiently and in line with agreed procedures and standards‘.

23 Main Duties and Responsibilities of the role
•

This section should be no more than 10 bullet points and should describe what
the role holder is responsible and/or accountable for. This would include any
budgetary responsibility and specific processes or procedures.

24 Each element should be distinctive from the rest. Where possible, they should imply
measures or tests which could determine the level of success in their achievement.
Example: ‘progress student enquiries and complaints ensuring that a satisfactory
conclusion is reached for both the student and the University’.
25 Any essential information pertinent to the execution of the job should also be specified:
prescribed time, requirement for DBS disclosure and other legal restrictions (age limit
for drivers etc.).
26 All job descriptions must contain a person specification section which aids the
recruitment process in the short-listing and interview stage. Based on the job
description, the person specification identifies the qualifications, experience, 6 core
competencies required for the role, and other attributes required or desired to carry out
the duties and responsibilities of the post. These should be specifically job-related,
objective and be the minimum necessary for effective job performance.
27 The person specification must be agreed with the line manager before the selection
process begins and cannot be changed during this process other than in exceptional
circumstances.
28 The core competency framework outlines the core behaviours required to support
delivery of the Students, People, Partners and Performance (Physical). The corporate
competency framework criteria scale of 1-5 highlights examples of positive behavioural
indicators. Profiling roles against the required level of behaviour provides a template for
structured questioning techniques in the interview process, objective decision making
and constructive feedback. Further advice and guidance can be provided by your HR
Business Partner.

The Recruitment Process
29 The management of the recruitment process for specific vacancies is the joint
responsibility of the recruiting line manager and HR Directorate, including ensuring all
processes are properly followed and complied with. The recruiting manager will be
supported by the HR Advisor associated with their Faculty/Directorate as necessary.
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Advertising
30 The objective of recruitment advertising is to attract the right calibre of candidates
capable of fulfilling the requirements of the role.
31 It is unlawful for an advertisement to discriminate on the grounds of gender, gender
reassignment, sexual orientation, marital or civil partnership status, colour, race,
nationality, ethnic or national origins, religion or belief, age, pregnancy or maternity
leave or trade union membership. Advertisements should be worded to encourage
applications from suitable candidates of both sexes and all sections of the community.
Every advertisement will carry the statement Bucks New University is committed to
Equality and Diversity and is a two ticks employer.
32 A draft advertisement should be sent by the recruiting manager to the HR Advisor, who
will advise on advertising copy and confirm media selection, (normally no more than 2
adverts per post), advertising deadlines, insertion date(s) and closing date (usually two
weeks from insertion). Advertisements should enhance our corporate image and be
cost-effective. A decision should also be made about whether the role should initially be
advertised internally only.
33 Adverts should be concise but at the same time highlight the core competencies and
requirements of the role. All adverts will refer candidates to the University website for
further details and how to apply and will display the SPOT salary or salary range
offered for the post. Human Resources will discuss the most appropriate advertising
media and related costs. Any additional advertising for specialised media or advert
copywriting may be paid for by the department/faculty.
34 The University is proud to carry the disability symbol. It is made up of two ticks and the
words ‘positive about disabled people’. All our job adverts state that Bucks is a two ticks
employer. This represents that we are positive about employing disabled people and
keen to learn about their abilities.
35 The University uses an e-recruitment tool to advertise all vacancies that are being
advertised externally. Internal only vacancies are advertised on Blackboard under
Human Resources.

Internal Candidates
36 Where an internal candidate applies for a role and is shortlisted for interview, in line
with the University CORD Values (Clarity Openness Respect and Delivery on
Commitments) their line manager will be informed of their application.
37 If an internal candidate who is on a permanent contract applies for and is subsequently
appointed to a fixed term contract position the appointment will be on a secondment
basis for the duration of the fixed term contract and would have the right to return to
their previous role upon cessation of the fixed term contract.

Shortlisting and Panel
38 Short listing panel members will be trained in interview techniques and relevant equality
and diversity requirements. The panel will be formed taking into account the need for
understanding professional and/or technical competence, any specialist requirements,
organisational level and other pertinent factors. Panels for Senior Management Team
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appointments must be chaired by, the Chair of Council and include members of the
Council. Panels should normally have between two and three members.
39 All advertised posts will be filled through a formal short-listing and interview process.
Short-listing will occur as soon as possible after the closing date (maximum 10 working
days) and should normally be carried out by two members of the interview panel either
individually or at a specifically convened meeting with one person taking overall
responsibility. Within 48 hours of the closing date the HR Advisor handling the vacancy
will provide the line manager with all the applications received for the vacancy. These
will be accompanied by a Guide to Shortlisting, Interviewing and Appointing along with
a Candidate Shortlist Form and an Interview Request Form.
40 The University is proud to carry the disability symbol. To this end, any candidates who
have declared a disability in their application who meet the requirements outlined in the
person specification are guaranteed an interview. To aid the short listing panel any
such candidates will be highlighted on the Short listing Guide, but their disability
remains confidential between the candidate and Human Resources.
41 Short-listing should be made against requirements outlined in the person specification.
Additional criteria must not be introduced at this stage other than in exceptional
circumstances. It may be necessary to apply weightings to the criteria or introduce
desirable criteria to reduce the short-list. However, these must be justifiable in terms of
the job and applied equally to all candidates, ensuring they are not discriminatory. If the
short listing panel are having difficulty short listing they should contact their respective
HR Business Partner for advice and guidance.
42 International candidates will need to apply for a work permit. Please refer to the UK
Border Agency website or HR Directorate for further details. However, currently the
University is unable to sponsor candidates who do not have the right to work in UK.
43 The Candidate Short-List form must be completed, giving reasons for unsuccessful
applications and signed by the short listing panel chair, and must record reasons why
applicants have been short-listed or not and returned to Human Resources within 5
days of receipt. This information is kept for 6 months in order to respond to those
requiring feedback, including those who wish to dispute non-selection decisions, and
may be used as evidence in legal proceedings. After 6 months it is confidentially
disposed of.
44 The number of applicants short-listed should be kept to a minimum but being careful
not to inadvertently discriminate. For most positions not more than 4 candidates should
be short listed but others may be included in a reserve list.
45 Feedback on rejected applications may be requested from the Chair or an appropriate
panel member. Applications are confidential to those involved in short-listing, and
unless applicants agree, others may not be told of their candidacy. The Chair or
appropriate panel member should contact internal candidates who have not been shortlisted to explain the reasons for not progressing with the application.

Interview Arrangements
46 The date and where possible time of interviews should be agreed as early as possible,
preferably at the time of advertisement, with the aim to hold interviews within 10
working days of the closing date. However, sufficient time should be allowed to notify
Buckinghamshire New University
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candidates of interview arrangements (at least 5 working days). The panel should take
into consideration dates when the candidates are available/ or not for interviews.
Invitations to attend interview will ask about any reasonable adjustments candidates
may require to participate fully in the interview, and will also confirm the selection
process. Candidates will be asked to bring proof of their right to work in the UK with
them to the interview. A copy of their documentation should be taken and returned to
them at the end of the interview.

The Interview
47 Best practice is that all interviewers will have received appropriate training in interview
techniques, and as a minimum the Chair of the Panel must be trained and have up-todate knowledge of the relevant legislation, including equality and diversity.
48 The selection process chosen must be appropriate to the post and any exercises must
be clearly linked to the selection criteria for the post.
49 Where candidates are to be assessed by their potential peers, they should be informed
that this will form part of the selection process. Peers should consider candidates
against appropriate criteria and should provide written feedback to be sent back to the
HR Advisor with the Interview Assessment - Decision Sheet.
50 Candidates should be given reasonable prior notice of requirements and kept informed
of any changes to the interview arrangements.
51 The Interview Panel should meet in advance to plan the interviews and to discuss,
agree and allocate to individual panel members’ areas of questioning All interviewers
should be fully conversant with the job description and person specification, which
should be used as a basis for questioning. The interview should, ideally, be structured
in three parts: welcome, acquiring information and giving information. A ‘Competency
Behavioural Interview’ question sheet should be prepared with enough copies for each
candidate and each panel member to make notes during the interview.
52 Questions around personal circumstances during interview should be avoided, and in
particular should not be asked of some candidates and not others. For example, female
applicants should not be asked additional questions about family commitments/working
hours. Where the job involves any special requirement e.g. unsocial or irregular hours,
the full facts should be presented to each candidate and it should be established by a
simple question whether or not the candidates have fully understood the requirements
of the job. All candidates should be informed of the parking arrangements at both
Campuses.
53 At the end of the interview, it should be made clear to all candidates how they will be
informed of the decision and by what date.
54 At the end of the interview using the notes taken from the ‘Competency Behavioural
Interview’ question sheet each interviewer should complete the Interview Assessment –
Decision Sheet and an individual assessment made before the Panel discusses the
candidates.
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Selection Techniques
55 The University uses Criterion-Based interview techniques which aim to elicit objective
evidence. The core competency framework enables questions to be constructed to
allow all candidates to demonstrate previous experience, skills and knowledge.
56 Additional methods can be included in the selection process and this can be discussed
with the HR Advisor. For example:
Positions

Selection Techniques

Director, Head of School, Head
of Academic Department and
other senior managers

Assessment Centres or interview
and selection of testing including
presentations and psychometric
testing

Middle to senior managers and
specialist employees

Interview plus presentation and
psychometric testing

Below this level

Interview and/or interview and
presentations, MS Office/aptitude
tests

57 Feedback from assessment centres and psychometric testing will be provided only by
those qualified to do so.

The Decision
58 When all candidates have been interviewed, the panel members should compare each
candidate against the selection criteria on their own merits. Only after this has been
done should a comparison be made between candidates and a decision reached on
who should be appointed. Where there is a difference of opinion within the panel for the
final appointment of a particular candidate, the Chair needs to facilitate to reach a
consensus.
59 Individuals with a disability should be assessed relative to those elements of the person
specification unaffected by their disability. Consideration should be given to the
potential need for reasonable adjustments or reallocation of duties to enable the
appointment of successful applicants who have declared that they have a disability.
Some financial support and guidance may be available from the Access to Work
Scheme. The scheme pays 100% of costs for a new employee and only a percentage
for those who have been in employment for 6 weeks or longer. For further information
on Access to Work please contact Pam Owen, Equality & Diversity Manager.
60 The reasons for the recruitment decision must be recorded by the Chair on the
Assessment - Decision Sheet. This will be kept by the HR Advisor along with the other
interview documentation, including all the completed ‘Competency Behavioural
Interview’ question sheets for 6 months. (In the event of a complaint to an Employment
Tribunal, the interview documentation may be used as evidence). The proceedings of
interview panels are strictly confidential.
61 The assessment sheet should record any further information needed to respond to post
interview enquiries (e.g. to send an appointable ‘runner up’ candidate a letter stating
Buckinghamshire New University
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that they were not selected on this occasion but encouraging them to re-apply for other
vacancies). Candidates will be informed of the decision after the interview.
62 In the event that no candidate is suitable, the post will normally be re-advertised. It is
useful to re-assess the requirements of the post before re-advertising, in the light of the
quality and quantity of applications received first time round. The media used and
placing of the original advert will also be reviewed. The University reserves the right to
apply an exclusion on previous applicants reapplying for the same role (same job
description) within a period of 6 months.
63 All internal candidates will be offered feedback on their interview by the Chair or an
appropriate panel member, and the outcome of their interview will be confirmed in
writing by the HR Advisor. External candidates will be offered feedback, which if
requested, will be provided in writing within 6 weeks of the interview.

Making an Appointment
64 The successful candidate will be contacted by either, the Panel Chair or the HR Advisor
to make a verbal offer of employment. Current salary should not be the key driver to
any salary offer and other benefits should be explored and discussed in relation to the
total package which will be provided by the University.
65 The salary to be offered to the candidate should in the first instance always be at the
first scale point for that grade or the agreed SPOT salary; as stipulated on the job
advert. If a higher point on the salary scale is to be offered this must be agreed in
advance with the relevant HR Business Partner explaining the rationale for the request
and this would only be agreed in exceptional circumstances. This also applies in a
situation whereby the candidate may have rejected the initial offer and is seeking to
negotiate a higher salary.

Process for determination of starting salary for new appointees
66 The expectations of paragraph 65 above should generally apply. However, if further
consideration is required, the following process applies:
•
•

In the first instance your HR Business Partner must be consulted to provide
detailed guidance and advice on determining the appropriate starting salary.
In the overall reward context, salary level is only one element of the wider
employment package of terms and conditions so comparison of aspects such as
hours, leave, pension contributions should also be taken into account.

67 If the successful candidate’s current salary is higher than the minimum salary of the
grade, consideration must also be given to the following criteria:
•

•
•

•

Equal pay principles that all staff should receive equal pay for the same or broadly
similar work, for work rated as equivalent and for work of equal value (please refer
to the section on Equal Pay Principles below).
Comparative salaries of existing employees in similar roles/grades with similar
responsibilities within the University.
The level, breadth, depth and complexity of the individual’s knowledge and
understanding of different aspects of the job and expert professional and
theoretical knowledge and experience where appropriate.
Potential for salary progression within the current incremental grading structure.
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68 If, following consultation with your HR Business Partner, a starting salary is agreed at a
point other than the minimum of the scale, the rationale behind this should be recorded
through an email exchange between the Recruiting Manager and the HR Business
Partner.

Determination of Starting Salary Following Transfer/Promotion
69 Again, in the first instance your HR Business Partner must be consulted to provide
detailed guidance and advice on determining the appropriate transfer/promotion salary.
Where an existing employee moves into a role which is graded the same as their
current grade the employee will be paid at the same scale point. In the case of
promotion to a higher grade the employee will be appointed to the minimum scale point
of the new higher grade.
70 All offers of appointment will be subject to the applicant having the right to work in the
UK and obtaining references which cover the last 3 years that the University deems to
be satisfactory. The HR Advisor will confirm with the line manager that satisfactory
references have been received, or inform them if there are factors to consider.
Reference clearances must be completed before a contract of employment is issued,
and successful candidates must not start work until these conditions have been
satisfied. The line manager should also discuss relocation (if applicable) with the
appointed candidate. A Relocation Policy can be found in the HR area of Blackboard.
71 If the successful candidate requires a DBS disclosure they may commence
employment while the paperwork is being complete but must be supervised with under
18’s and vulnerable adults until the DBS disclosure is received and the University
approves this as satisfactory.
72 International candidates may not commence employment until the work permit
application is successful and the University has written confirmation from the UK Border
Agency of eligibility to work in the UK.
73 The offer will be confirmed and a start date agreed once all conditions of appointment
have been satisfied. In the event that the offer is rejected or the references / DBS /
work permit checks are not satisfactory and it is decided to rescind the offer, the panel
may choose to offer the post to another appointable candidate (if identified) or the post
may be re-advertised.
74 Once the conditions of appointment have been met, arrangements can be made to
agree a mutually convenient start date and to plan the new employee’s induction and
probation (separate procedures and forms for induction and probation can be found on
Blackboard under Human Resources/Information for line manager).
75 If, during any part of the offer and/or contract stage the candidate turns down the offer
of employment, an offer may subsequently be made to another candidate from the
assessment process, if they were deemed appointable by the panel. If there were no
other appointable candidates the role will normally be re-advertised (see 61 above).

Equal Pay Principles
76 Individuals may have started at different points on the salary scale for apparently very
good reasons. However, a difference in starting salaries can have long term impact on
pay equality. In particular, the University is committed to addressing the gender pay
Buckinghamshire New University
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gap. If existing/previous salary is the main determinant for starting salaries and there is
movement away from consistently applying the grade minimum salary, the financial
inequality can be compounded over a period of years, affecting not only earned income
but also other aspects of reward including pension. For example, if two people were
appointed to the same type of job and grade, the jobs would be seen as ‘like work’
under the Equal Pay Act.
77 The first appointee, who has had continuous work experience, may have progressed in
salary terms in other employment and expect to be placed above the minimum salary
point based on current salary. The second has perhaps more total experience but has
taken a break from working due to caring responsibilities, is re-entering work and is
placed on the minimum salary point. As time moves on, the first would not only keep a
pay lead but also potentially see additional benefits arising from pension calculated
salary.
78 Individuals may have started at different points on the salary scale for apparently very
good reasons. However, a difference in starting salaries can have long term impact on
pay equality. In particular, the University is committed to addressing the gender pay
gap. If existing/previous salary is the main determinant for starting salaries and there is
movement away from consistently applying the grade minimum salary, the financial
inequality can be compounded over a period of years, affecting not only earned income
but also other aspects of reward including pension.
79 For example, if two people were appointed to the same type of job and grade, the jobs
would be seen as ‘like work’ under the Equal Pay Act.
80 The first appointee, who has had continuous work experience, may have progressed in
salary terms in other employment and expect to be placed above the minimum salary
point based on current salary. The second has perhaps more total experience but has
taken a break from working due to caring responsibilities, is re-entering work and is
placed on the minimum salary point. As time moves on, the first would not only keep a
pay lead but also potentially see additional benefits arising from pension calculated
salary.

Withdrawing an offer
81 In a situation where the references received are not deemed to be satisfactory by the
University, the offer of employment will be withdrawn. The candidate will be notified of
this decision in writing by the relevant HR Business Partner. An offer may subsequently
be made to another candidate from the assessment process, if they were deemed
appointable by the panel. If there were no other appointable candidates the role will
normally be re-advertised (see 61 above).
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