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RECRUITMENT AND SELECTION POLICY
PAID STAFF 
Vacancies
· Vacancies for paid staff at the Bureau arise from time to time and are dependant on sourcing of appropriate funding, usually through a successful grant application.

· In all cases, a job description and person specification will be developed 

· The criteria contained within the person specification is used to identify the most suitable applicants at each stage of the selection process

Advertisements
· All vacancies for paid staff are advertised internally and on Citizens Advice Scotland website.  External advertising in the local media and other sites such as Third Force News and the Big Issue may be required as a condition of funding.

· A closing date will be included in the advertisement for completed application forms to be received by the Bureau

Applications
· Application forms and information about the Bureau are made available electronically or from the Bureau in paper format. 

Short Listing Applications
· The applications will be considered by the Manager and relevant other with a short list for interview following current CAS guidance.  Applications are short listed according to how well the information provided matches the person specification produced for the vacancy in accordance with the recommended scoring system.

· Short listed applicants are invited to attend for interview and are required to bring proof of identity ensuring they are entitled to work in the UK to meet Home Office requirements.

· The Bureau Manager writes to those applicants who are not short listed as soon as possible to advise them that their application has been unsuccessful.  Internal candidates who are unsuccessful at this stage are offered an interview with the Manager to discuss why they have not been selected for interview.

Interviews
· Interviews are held by a panel comprising the Bureau Manager and relevant other and are scheduled according to panel and applicant availability

· All members of the panel actively participate in the interviews.  Questions are prepared based on the criteria contained within the person specification 

· The panel assesses at interview how well the skills, knowledge and experience demonstrated by the interviewee matches the person specification produced for the vacancy.  A scoring sheet is used to support the decision making 

· The candidate who best matches the person specification, following the guidance provided by CAS, is offered the vacant post, initially by  followed up by offer letter.

· The Bureau Manager writes to those applicants who are not selected for appointment as soon as possible to advise them that their application has been unsuccessful. 

· Should the chosen candidate, for whatever reason, not accept the post then the next highest candidate on the scoring list should be offered the position.  Should they not accept, the Manager will decide, after consultation with the interview panel, whether any subsequent candidates should be offered the post or whether the job should be readvertised. 

· The Manager will endeavour to provide information to an unsuccessful applicant who requests feedback on their interview 

· A copy of all applications are kept for 6 months then securely destroyed 

References
All offers of employment are conditional on the receipt of two satisfactory references which support the applicant’s suitability for the vacancy together with satisfactory criminal record check (if appropriate)
Probationary period
All new paid staff are subject to a three month probationary period during which time their suitability as a CAB staff member is closely monitored by the Manager.  This is included in their Statement of Terms and Conditions of Employment.
INDUCTION

Induction Programme

· All new paid staff take part in the CAB Induction programme

· Those new to CAB who will be advising clients and who have not qualified as CAB generalist advisers must complete the adviser training programme

Mentoring
Where possible, all new paid staff are assigned a mentor who is one of the experienced Bureau staff
Shadowing & Monitoring
All new paid staff taking part in the adviser training programme shadow experienced colleagues and follow the current CAS Adviser Training Programme.  

SUPERVISION OF CLIENT WORK

Monitoring of New Advisers

Following the completion of the training programme, the performance of the newly qualified adviser is monitored through the review of all enquiries completed by the new adviser

The Bureau Manager will consider if any action is necessary to ensure that the new adviser is consistently demonstrating the required standard of performance.

Continuous Quality Assessment
Enquiries are monitored by the Manager or Advice/Money Advice Co-ordinators to monitor the quality of advice provided and to ensure that they are completed to the required standard.  Feedback and coaching is given to advisers when necessary.  Peer Reviews are conducted on a regular basis.
Management of Staff
· The management of paid staff and volunteers is the responsibility of the Bureau Manager supported by the Advice/Money Advice 
Co-ordinators
· The Bureau Manager operates an “open door” policy to encourage all staff to discuss any issues on an informal basis.
· Issues on a more formal basis will be addressed by the Manager on a one to one basis.  
· Staff can arrange to speak to their Volunteer Support Advisers/Mentors  for issues which they feel should by addressed to/by the Board of Management
· A Management Team (all paid staff) meeting is held twice yearly. All staff are encouraged to attend and participate.  On occasions, outside speakers/trainers will be invited to address staff.
·  The Senior Management Team (Manager,  Session Supervisor and Finance Manager, meet regularly during the week to discuss and deal with any issues arising.  
· Communication with staff is via email for paid staff, diary system, Communications Board and, on occasion, a Newsletter is produced to ensure all staff are kept informed 
4
Joint Progress Review
Following self assessment appraisals of need, a Joint Progress Review is carried out annually enabling individuals to discuss progress, plans for career development and associated training needs.  A formal staff Appraisal Scheme was introduced in 2006/7.
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