Faculty of Humanities

Role of HR in the appointment procedure

The following represents a supplement to the Academic Promotions and Appointments Procedures and the forthcoming University Policy on Recruitment and Selection.  It is a service level statement about the normal division of responsibilities in handling the recruitment and selection of staff following the approval of a vacancy.  These arrangements may be subject to review following the introduction of a new HR System in July 2005.

The main role of HR is to provide advice and guidance on the interpretation of University policy and procedures as they relate to recruitment and to ensure that they are observed, particularly in relation to shortlisting and interviewing.

Academic appointments

HR’s role

· The provision of guidance on the composition of an advertisement, job description and person specification.

· Placement of an advert in the appropriate media including the University vacancy web site.

· Handling the despatch of candidate information packs in response to enquiries, including application forms and further particulars.

· Issuing the applications received to the Head of School
 or a nominated representative on the working day following the closing date.

· Following appropriate consultation with the School, proposing the membership of an appointing committee for approval by the Dean in the case of Senior Lecturers, Readers and Chairs.
· Ensuring that those involved in the process have received appropriate training in equality/diversity and recruitment issues.

· To advise on any supplementary selection processes.

· Ensuring that appropriate records are taken of decisions reached.

· Processing the expenses claims of the candidates.

· The initial point of contact for these posts will be the School’s HR Assistant.  The HR Assistant will be present at the beginning and end of the interview process and on hand to provide any guidance or deal with any enquiries during the course of the interviews.  
· Advising the Chair on the determination of salary for the successful candidate.
· Issuing a contract to the successful candidate and providing details of relocation support.
The School’s role


· Arranging a date on which the panel will meet as well as an interview timetable
.

· For SL, Readership and Chair appointments, forwarding the proposed membership to the relevant HR contact to arrange approval.

· Arranging a venue and refreshments.

· Sending letters of invitation to shortlisted candidates with associated information
.
· Taking up of references for shortlisted candidates.

· Production of papers for panel members including application forms, CVs, references and University guidance on the interview process.
· Making arrangements for the ‘meeting and greeting’ of candidates on the day of the interview.

· Arranging any accommodation for candidates who require overnight accommodation.

· The despatch of letters to unsuccessful ‘shortlisted’ candidates following interview.
All other posts including research staff

HR’s role

· The provision of guidance on the composition of an advertisement, job description and person specification.

· Placement of an advert in the appropriate media including the University vacancy web site.

· Advising on the membership of an appointing committee.
· Ensuring that those involved in the process have received appropriate training in equality/diversity and recruitment issues.

· To advise on any supplementary selection processes.

· In consultation with the appointing manager, the determination of salary for the successful candidate.
· Issuing a contract to the successful candidate and, where appropriate, providing details of relocation support.
The School’s role

· Handling the despatch of candidate information packs in response to enquiries, including application forms and further particulars.

· Receiving applications.

· Arranging a date on which the shortlisting and appointment panels will meet as well as an interview timetable.

· Forwarding the proposed membership of the appointing panel to the relevant HR contact to arrange approval.

· Arranging a venue and refreshments.

· Sending letters of invitation to shortlisted candidates with associated information.

· Production of papers for panel members including application forms, CVs and University guidance on the interview process.
· Making arrangements for the ‘meeting and greeting’ of candidates on the day of the interview.

· Arranging any accommodation for candidates who require overnight accommodation.

· Taking up references for the selected candidate.

· The despatch of letters to unsuccessful ‘shortlisted’ candidates following interview.
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� A pool of potential Chairs for Lectureship panels has been established and HR will arrange the appointment of a Chair for these panels and for Chair appointment committees.








� A School representative should be nominated as a contact to provide the availability of School representatives and to liaise with external members.  External members for Chair appointments should be nominated by the Head of School or another School representative on the Panel.   This process should also ensure the availability of the HR representative.





� In practice HR will provide guidance in the form of standard letters and packs for inviting candidates, requesting for references and ‘regret’ letters as well as standard documentation on recruitment and selection policy. 








�Special arrangements will be put in place by the Head of Faculty Administration and the Head of Faculty HR for senior managerial posts such as Heads of School Administration and Faculty function heads. 


� Please note that other than for the most senior administrative/managerial posts references should only be sought for the highest ranked candidate as a check following the selection process.
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