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1. INTRODUCTION

The Council recognises that its employees are its most important asset, representing a 
substantial part of the Council’s total expenditure. Without an effective workforce, the 
Council would not be able to fulfil its obligations to service users or to respond effectively 
to local and national initiatives. It is therefore important to ensure that the recruitment 
procedure is underpinned by the principles of good practice Human Resource 
Management. 

It is therefore essential that those individuals involved in the recruitment and selection 
process allow enough time to follow the appropriate procedures and ensure that the ‘right 
person is appointed to the right post.’ Recruitment is important, since the right person 
for the job will positively affect the Council’s performance. 

This process is designed to be free from bias as the Council is committed to the 
development and use of employment procedures and practices, which do not discriminate 
on the grounds of race, colour, ethnic origin, age, disability, sex, sexual orientation, marital 
status, religion or belief, responsibility for dependents, trade union or political activities or 
any other reason which cannot be shown to be justified. It seeks to promote fairness and 
equality of opportunity for all and to promote good employee relations. 

2. SCOPE

This Policy & Procedure applies to all employees employed by Merthyr Tydfil County 
Borough Council, whether part time or full time, fixed term or permanent. 

It does not apply to workers who are not employees or employees working within schools.

This Policy & Procedure also covers all vacancies including newly created posts, 
appointment to vacant posts and the promotion of existing employees to posts for which 
competitive application and interview is appropriate.

This Policy & Procedure does not apply to the upgrading of a post as a result of 
recommending a systematic job evaluation exercise or due to a temporary promotion or 
acting up in a more senior role to provide cover for a key vacancy or a long-term absence.

During a declared redundancy situation the Human Resources Department will consider all 
current vacancies as redeployment opportunities for any existing employees under notice 
of redundancy.  If after these checks no internal candidate on the redeployment database 
is considered suitable for the vacancy it may be advertised by following the normal 
procedure.  Please refer to the Council’s Redeployment and Redundancy Policies for 
further information.

This Policy & Procedure takes into consideration the Equalities Act 2010.

This Policy & Procedure should be used in conjunction with the Procedural Framework 
and Guidance Note on Safe Recruitment and Selection of Staff and Volunteers working 
with Children, Young People and Vulnerable Adults.

3. SAFER RECRUITMENT

Safer recruitment practice means thinking about and including issues of child protection, 
safeguarding and the welfare of children, young people and vulnerable adults throughout 
the process. 
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All organisations which employ staff or volunteers to work with children, young people and 
vulnerable adults have a duty to safeguard and promote their welfare.  

This includes ensuring that the Council adopts safe recruitment and selection procedures 
which aim to prevent unsuitable persons from gaining access to children, young people 
and vulnerable adults.

Such practices may lengthen the time needed to fill a post, however, it is vital to allow 
enough time for important tasks to be meaningfully undertaken. Interview panels should 
always be prepared not to appoint to a post rather than making an appointment where 
concerns exist.

Safer Recruitment Policy Statement

In accordance with safer recruitment practice the Council has its own recruitment and 
selection policy statement which must be detailed on all advertisements when the role 
involves contact with children, young people or vulnerable adults, or whether they have 
access to sensitive data or information relating to children, young people or vulnerable 
adults. 

The statement which needs to be included is:

‘Merthyr Tydfil County Borough Council is committed to safeguarding and promoting the 
welfare of Children and Young People/Vulnerable Adults and all staff working with these 
groups are expected to share a commitment to this.  You will be expected to report any 
concerns relating to the safeguarding of children, young people or vulnerable adults in 
accordance with agreed procedures.  If your own conduct in relation to the safeguarding of 
children, young people or vulnerable adults gives cause for concern, the Council’s agreed 
Child Protection/Vulnerable Adults Protection procedures will be followed’.

Such posts are exempt from the Rehabilitation of Offenders Act 1974 and will require a 
DBS check before appointment can be confirmed.

4. RECRUITMENT AND AGE OR DISABILITY DISCIMINATION
 

To prevent indirect discrimination recruitment advertising, job descriptions and person 
specifications should avoid wording that could be perceived as discriminatory. 

For example adverts and Person Specifications should avoid discriminatory wording such 
as ‘young’, ‘dynamic’, ‘mature’, physically fit, and ‘energetic individual’. While our 
recruitment and selection practices do not attempt to link age with factors such as physical 
fitness and energy levels, such wording could still be perceived as discriminatory. (Many of 
these phrases would also be seen as discriminating against people with disabilities.)

Care should also be taken to wording used in Job Descriptions and should be impartial to 
disabilities unless a particular ability is intrinsic to the role (e.g. able to drive, walk 
distances or lift heavy items).  If this is the case the manager should clearly state this 
within the Job Description.

5. MANAGER’S RESPONSIBILITY

The line manager is responsible for recruiting to a vacancy within their area of control.  
This Policy must be referred to and followed at all times.  The Human Resources 
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Administration Department should be contacted where there are any queries or issues in 
regards to this.

It is the line manager’s responsibility to ensure that they have an up to date Job 
Description and Person Specification for the role, and to also ensure that the role has 
been job evaluated prior to advertising the role.  

Existing Job Descriptions should not be reused without reflection on any changed needs 
or activities for the role.  Vacancies will not be advertised unless an approved Job 
Description has been prepared and is available for the application pack.

Line managers who are involved in interviews will ensure that they have had sufficient 
interview training on equalities impact and safeguarding of children and vulnerable adults 
in recruitment.  

Line managers should consider all potential candidates by planning interview location and 
process so that it does not prevent any candidate from attending or participating fully.

It is the recruiting manager’s responsibility to collect the application forms from the Human 
Resources Administration Department the day after the closing date.

6. PLANNING THE RECRUITMENT PROCESS

When a vacancy is identified, whether through an employee leaving, or through a 
requirement to create a new role, the Service Area should consider the needs of the 
service as to how it should be re-filled/created.  

It should not automatically be assumed that a similar replacement is required.  It provides 
the line manager with an opportunity to reassess the Council’s need for the position.  The 
line manager should decide whether the post is still required in its current format, or if the 
duties can be reorganised or reallocated to other roles.  This should include considering 
whether the role could be offered on a more flexible working patterns such as a job share, 
part-time working.  All recruitment should contribute to organisational objectives needed to 
implement the Council’s Strategic Plans in a cost-effective and efficient way.  All 
recruitment should be considered not only with regard to current staffing needs but with an 
awareness of the effect of future plans on the utilisation of employee resources.

Recruiting managers are required to seriously consider the following points:

 Current and future workforce needs, forecasts and strategic developments;
 The need to maintain an effective and efficient employee resource base;
 Current and future financial implications of decisions to make appointments;
 The need to maintain strategies for the effective and efficient delivery of services to 

client groups;
 The Council’s Job Evaluation scheme;
 The category of staff, conditions of service, Job Description, Person Specification, 

tenure, grade (and the need to re-evaluate the grade of a post) and the salary range 
appropriate to the post.

 Any statutory requirements in force at the time, which should include the 
requirements in respect of the Care Council for Wales/CSSIW;

 The requirement for professional qualifications as determined by statutory 
instruments such as those which apply to teachers or social workers.
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The Head of Human Resources will act as the Chief Executive’s nominated representative 
for all recruitment, selection and employment matters within the Council in accordance 
with Section 4 of the Council’s Constitution.  The Human Resources Department will 
provide formal guidance and advice to all recruiting managers on such matters to ensure 
compliance with statutory and other regulatory requirements and to achieve practice 
standards.

All recruitment and selection process used will be fair, consistent and properly validated.  
Recruitment to the posts of Head of Paid Service (Chief Executive) and Corporate Director 
will be conducted in accordance with Section 4 of the Council’s Constitution.  Appointment 
to Chief Officer positions are the responsibility of the Head of Paid Service or his/her 
nominated representative and the Head of Human Resources.

All managers require permission to fill a post by completing a Moratorium on Non-
Essential Expenditure form (copy attached as Appendix 1). The Moratorium must be 
signed by the appropriate Chief Officer, Corporate Director and Chief Finance Officer.  
Once approved, a Recruitment Plan is completed the manager should follow the required 
process of having the Plan signed off by the Chief Officer and Corporate Director before 
sending to HR Administration.  A copy of a Recruitment Plan is attached as Appendix 2.

7. RECRUITMENT PLANS

A recruitment plan must be completed correctly by the recruiting manager and signed by 
the relevant Corporate Director/Chief Officer and Executive Board before Human 
Resources Administration can advertise it.  Any recruitment plans that are not signed or 
completed correctly will be returned to the recruiting manager.

All jobs will be advertised by the Human Resources Administration Department and all 
application forms will be sent out by and returned to Human Resources Administration.  
This ensures that equal opportunities (e.g. the number of disabled, ethnic groups that the 
advertised post attracts), the effectiveness of adverts placed in the press and the efficiency 
of the recruitment process can be monitored.

8. JOB DESCRIPTION AND PERSON SPECIFICATION

Job Description

The Job Description describes the purpose, scope, duties and responsibilities of a 
particular job. When a post is vacated, it is important that the Job Description is reviewed 
and updated as appropriate. This will ensure that the duties, responsibilities and grading of 
the post are correct prior to the advert. If the duties are significantly changed, then it must 
be submitted for Job Evaluation before it is advertised.  This means that a Job Evaluation 
Questionnaire must be completed and submitted to Human Resources in good time so 
that recruiting managers can be advised of the confirmed grade of a post before they 
proceed to advertise the vacancy.

The Job Description will provide the basis for the selection procedure along with the 
Person Specification. The Job Description should be written in a clear and simple manner 
and criteria should be relevant to the requirement of the post. 

The Job Description usually includes the following: 

 Job Title, Department and Grade 
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 Purpose of the Job 
 Location 
 Hours of work – if appropriate 
 To whom the job is responsible 
 Responsibility for other employees 
 Job duties (essential and desirable)
 Safer Recruitment Policy Statement (if applicable)
 Date of issue  

Roles involving contact with children, young people or vulnerable adults, or where they 
have access to sensitive data or information relating to children, young persons or 
vulnerable adults, must include as an essential requirement that candidates show 
commitment to the protection and safeguarding of children and young people.  In addition 
front line roles for such services include as an essential requirement that candidates 
demonstrate an up-to-date knowledge of relevant legislation and guidance in relation to 
working with, and the protection of children, young people or vulnerable adults.

Person Specification 

Every post should have a Person Specification. It is important that this is reviewed along 
with the job description so that it accurately reflects the requirements of the post.  

The Person Specification will identify both the essential and desirable criteria which are 
required to perform the duties of the post.  These criteria must relate to the duties in the 
Job Description.

The Person Specification will be used at both the shortlisting and interview stages of the 
recruitment process.  It should also form part of the information provided to all potential 
applicants.  

A Person Specification would normally include the following:

 Skills required to undertake the duties of the post
 Knowledge required to perform the duties of the post
 Qualifications required for the post
 Any other requirements specific to the post which have not previously been included
 Safer Recruitment Policy Statement (if applicable)
 Date of issue.

Criteria used should be able to be assessed or verified as well as being relevant to the 
post.  Care should be taken to ensure that criteria are neither discriminatory nor 
unnecessarily restrictive.  The Person Specification should indicate how the requirements 
of the post would be tested and assessed during the selection process.

The Person Specification should include a criterion with wording such as ‘commitment to 
the Local Authority’s Equal Opportunities Policy’.
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9. APPLICATION PROCESS

Advertising

The Policy for filling posts requires all posts where applicable to be offered to those 
employees who are ‘at risk’ of redundancy or who are within the redeployment pool for 
other reasons to be given first refusal.  Only when this process has been satisfied should it 
go to other candidates, in most cases internal in the first instance.

Advertisements must not make misleading claims or present misleading information.  The 
wording of the advertisement must fully comply with the Council’s commitment to equality 
of opportunity in that all posts will be open to any suitable applicant, regardless of age, 
nationality, gender or disability etc.

The Council use an advertising agency to place all its external recruitment advertisements 
in the relevant media.  The contract for this service is monitored and reviewed regularly 
and re-tendered at appropriate intervals to demonstrate effectiveness and value for 
money.

It is free to advertise in the Job Centre and internet.  Jobs being placed externally and in 
the press must also be advertised internally concurrently.

There is a vacancy protocol set out between Rhondda Cynon Taf and Merthyr Tydfil 
CBC’s which also forms part of the process (see page 24). 

Applicant’s Information Pack

All information packs sent out to potential candidates whether internal or external will offer 
the candidate the opportunity to request reasonable adjustments for any disability that they 
have.

The recruiting manager is responsible for providing HR Administration with any additional 
information they wish to be given to potential applicants.  It is recommended that each 
candidate should be given the Job Description, Person Specification and an application 
form (with a monitoring questionnaire and Information for Applicants leaflet) for completion 
and return by the closing date.  All applications should also include the Safer Recruitment 
Statement and any additional information on safe recruitment and equalities.

Application Forms

All applicants must complete all sections of the standard application form as this ensures 
all candidates have the opportunity to provide the same information. A CV should never be 
the only source of information used for selection as these contain information applicants 
wish to present and often omit important information. 

Short listing

The short listing of applications will be undertaken by all the members of the selection 
panel using the standardised short listing pro forma (copy attached as Appendix 3).  The 
application form and person specification should be used to complete the form.  Recording 
the short listing decisions will be the responsibility of the recruiting line manager.
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The application forms should be fully scrutinised when undertaking the short listing 
exercise to ensure they are complete and have no gaps that need to be discussed at 
interview.

Where the candidate is on the redeployment list, they must be guaranteed an informal 
interview, prior to any other candidates, if they meet all the basic essential criteria.  

Consideration should also be given to candidates with disabilities.  Unless there are 
intrinsic reasons why the candidate would not be able to satisfy the requirements of the 
role, these candidates should also be guaranteed an interview.  Advice should be sought 
from the Human Resources Department.

Late applications can be accepted but only at the discretion of the recruiting manager.

Applicants are advised, via the application form, that if they are not contacted within 6 
weeks of the closing date that an assumption can be made that they have been 
unsuccessful.

Interviews

All employees involved in the recruitment and appointment of staff must ensure that 
appointments are made on the basis of merit.  In order to avoid any possible accusation 
of bias, such employees must not be involved in any appointment for any other employee, 
or prospective employee, to whom they are related, or with whom they have a close 
personal relationship outside work.

Wherever possible, at least 5 working days’ notice of interview shall be given unless a 
formal presentation forms part of the selection process when additional notice may be 
given.

All interview panels will be composed of at least 2 persons.  The selection panel will 
normally include the recruiting manager.  For roles involving contact with children, young 
people or vulnerable adults or where they have access to sensitive data or information 
relating to children, young people or vulnerable adults at least one member of the selection 
panel must have undertaken Safe Recruitment Training.  

Normally the interview will be chaired by the most senior manager present.  For 
appointments where there are suitably qualified internal candidates it is recommended that 
one member of the panel is independent from the recruiting department and should 
therefore be selected from another service area.  

The interview should be structured to follow a previously agreed set of questions mirroring 
the job description; skills and competencies required and allow candidates the opportunity 
to ask questions.  Each member of the panel will keep brief notes of the questions asked, 
the candidates’ responses and will also record panel views which are relevant to the 
selection process on the appropriate pro formas supplied by Hr Administration.  Decisions 
as to the successful candidate, and the order of offer to any reserve candidates meeting 
the requirements should the first candidate decline, must be recorded at the time by the 
panel chair.  Decisions made by interview panels cannot be revised or later amended.

Line managers who conduct recruitment interviews will ensure that the questions they ask 
applicants are not in any way discriminatory or unnecessarily intrusive.  The interview will 
focus on the needs of the job and skills needed to perform it effectively and will follow the 
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correct procedure and use the correct paperwork as denoted within the Procedure.  At no 
time should a job offer be made during or immediately at the end of the interview process.

The interview Panel should, as part of the interview process, confirm the candidates’ 
entitlement to work in the UK and record their response.  This may take the form of the 
following question

 “Are you entitled to work in the United Kingdom?”

The interview process should be equitable and must not discriminate against any 
candidate directly or indirectly.

All qualification certificates that are applicable to the vacancy, and other evidence of 
professional training, should be produced, validated and copied or scanned to the 
employee’s personal file at interview.  Also, all ID to demonstrate that they are able to work 
in the UK should be validated and copies kept for the file.  For the successful candidate 
the manager should make a point of checking the validity of these certificates with the 
issuing body where possible as soon as possible.

Candidates unable to attend an interview will not normally be offered another interview 
date unless there are mitigating circumstances as to their non-attendance.  Late interviews 
must be conducted with the same interview panel members and no decision as to the 
selection of the successful candidate may be made until the late interview has been 
completed.

Selection

All panel members should agree the outcome of the interviews basing their results on the 
candidate with the highest score.  If two candidates score the same, the panel should 
consider the essential criteria and the candidate who was strongest in these skills by 
considering their answers and the individual scorers for each question.

The selection of the successful candidate will be based on the individual’s ability to 
perform the job, their ability to contribute to the Council’s effectiveness and their own 
potential for development.  Where, in the unanimous opinion of the selection panel, no 
candidate meets the selection criteria no appointment will be made and the post will be re-
advertised.  If after two unsuccessful recruitment campaigns no appointment has been 
made, the vacancy will be referred back to the Department for reconsideration as to who 
the vacancy may be filled.

Once the panel have agreed the successful candidate they must complete the paperwork, 
sign it and send to Human Resources Administration.

The successful candidate will be informed of the outcome, by the recruiting manager by 
telephone, seeking a verbal acceptance and to relay to them that it is on condition of 
successful pre-employment checks.  They should also be informed that it is not advisable 
to hand in their notice until they have had confirmation that all pre-employment checks 
have been successful.

On verbal acceptance, an initial conditional offer letter will be sent to the candidate by HR 
Administration.  The manager therefore needs to inform the HR Administration team once 
they have contacted the candidate and have had a verbal response so that they can send 
out written correspondence without delay.
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Decisions as the successful candidate, and the order of offer to any reserve candidates 
meeting the requirements should the first candidate decline, must be recorded at the time 
by the panel chair.  Subsequent offers of employment to such reserve candidates, should 
the first choice decline the offer, must be made according to this ranking order.  This 
record can then be used to recruit a reserve candidate to a similar or same role arising 
within a 6 month period from the interview date, without the need to re-advertise the role.  
In deciding whether a role is similar/same due consideration must be given to whether the 
role and the person specification are such that a genuine view could be taken that the 
differences in the roles are negligible or non-existent.

If the first choice candidate refuses the job, the next person on the list with the next highest 
score should be offered the role.

Once all checks have been made and are satisfactory, a formal contract of employment 
will be drawn up and sent to the successful applicant.  A Statement Of Particulars with the 
terms and conditions of employment must also be provided within 8 weeks of the individual 
commencing employment.

   References

Two references will normally be sought, with the successful candidate’s permission, after 
the interview but prior to an unconditional offer being issued.  One reference should be 
that of the candidate’s current line manager from their current, or most recent, employer.    
If there is no previous employment history two character references will be required that 
are to the satisfaction of the Council.

In respect of references for internal posts, one reference is required and will be requested 
from the current line manager unless the post is with the same manager and therefore 
references will not be required.

In line with our Safe Recruitment Guidance all front-line roles involving contact with 
children, young people or vulnerable adults will undergo a number of pre-employment 
background checks including the requirement to have references available at the short 
listing stage.  These references will ask specific questions about the candidate’s suitability 
to work with children, young people or vulnerable adults.

References should be checked for suitability and are acceptable to the recruiting manager.

   Pre-employment checks

A DBS questionnaire must be completed, submitted and cleared prior to the preferred 
candidate taking up employment for all posts where these statutory clearances are held to 
be required.  

The Council will only seek medical information after an initial conditional offer has been 
made.  However it is important that the medical questionnaire is sent out so that the 
Council can look at any adjustments that may need to be made to support the individual.  
In compliance with the Single Equalities Act 2010 any rejection of an applicant for reasons 
of their health is discriminatory unless the medical condition has a direct impact on the 
applicant being able to fulfil the essential/intrinsic duties of the role.  Medical information 
will therefore be collated after the offer and used to consider any medical adjustments that 
may be required.
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All qualification certificates that are applicable to the vacancy, and other evidence of 
professional training, should be produced, validated and copied or scanned to the 
employee’s personal file.  HR Administration will check the validity of these certificates with 
the issuing body where possible as soon as possible.  Also, all ID to demonstrate that they 
are able to work in the UK should be validated and copies kept for the file.  

NO unconditional offers (firm offers) should be made for any posts, but critically for posts 
involving children, young people or vulnerable adults prior to relevant checks being 
completed.

For those roles that involve working with children, young people and vulnerable adults, no 
individual will commence employment with the Council until confirmation has been 
received from HR Administration that all checks have been completed satisfactory.

For all other roles, commencement of employment before all checks have been completed 
satisfactory can only be agreed by the Corporate Director.

Before any employee commences with the Council, they must provide evidence to prove 
that they are entitled to work in the United Kingdom.  In accordance with the requirements 
of the Asylum and Immigration Act 1996, individuals must provide proof in the form of a 
birth certificate, proof of National Insurance number and/or a current passport.

    Unsuccessful candidates

All unsuccessful candidates will be informed in writing by HR Administration as soon as 
practicably possible.  It is the panel manager’s responsibility to ensure that recruitment 
paperwork is sent to HR Administration as soon as possible following notification from the 
successful candidate verbally.  It is also the panel’s responsibility to routinely offer and 
provide feedback to any candidate who requires it.  Feedback should be constructive and 
supportive.  Requests for feedback may be made up to six months after interview.  Under 
Data Protection regulations the individual may also request access to all paperwork 
relating to their interview for a period of six months after the interview.

Any complaints may be addressed through the Council’s Complaints Procedure.

Grade of Appointee

In line with the Council’s Pay Policy, appointments should be made to the first point of the 
relevant grade.  In consultation with the Head of Human Resources, managers may place 
a candidate on a higher point to reflect previous experience and current earnings or 
because of market forces and known scarcity issues of a particularly hard to fill post.

    Induction

It is the recruiting manager’s responsibility to ensure their new employee is inducted into 
the Directorate and adheres to the Council’s Induction Policy.  Information on induction for 
new employees is available on the Council’s Intranet.  Induction should include a 
discussion of any training or assistance to adapt to the job and help gain an understanding 
of the Council and the requirements/expectations of the job role.

Training

All new employees should be offered relevant training to ensure that they are able to fulfil 
the duties of their role.  If any new starter requires additional training to the standard new 



13

starter training due to concerns with the employee’s capability, the HR Operations team 
should be contacted for advice.

10. DECLARATION OF INTERESTS

Candidates are asked to state on their application if they are related to employees of the 
Council or Councillors.  No employee, councillor or governor may interview a person who 
is related to them, or who is in a relationship with them, for an appointment with the 
Council.  Similarly any employee who may have a personal interest in assisting an 
applicant in obtaining employment at the Council may not be involved directly in the 
recruitment process.  Under these circumstances the panel member should declare an 
interest in the individual’s application and stand down from the recruitment and selection 
process as soon as they become aware of any personal interest.  A suitable replacement 
panel member will be found and substituted.  Failure to declare such an interest to the 
Head of Human Resources will be regarded as a disciplinary matter.

11. RECORD KEEPING

A record of interviews held, candidates attending, membership of the Shortlisting and 
Interviewing Panels, and any decisions regarding appointments made shall be maintained 
by the Human Resources Administration Department.  Such records will only be retained 
for a period of 12 months (or longer for certain directorates i.e. Education and Social 
Services) after which time all data defined as sensitive personal data will be destroyed in 
compliance with the Data Protection Act 1998.  

All personal information obtained either from the application process or at interview must 
be regarded as confidential.  Any breach of this confidentiality will be regarded as a 
disciplinary offence.  Information obtained from interviews with regard to posts involving 
children, young people and/or vulnerable adults on areas such as gaps in employment, 
employment history, motivation for wishing to work with vulnerable groups etc will be 
recorded and retained in order to comply with and satisfy Regulatory Bodies requirements 
(e.g. Care Council for Wales).

Equal Opportunities data

The Equalities Act 2010 requires all public bodies to monitor equalities data to ensure that 
there are consistent and fair practices in place.  Further information can be found in the 
Council’s Equalities Scheme and Equalities Policy.

12. NON-COMPLIANCE

Failure to adhere to this Policy may leave the Council vulnerable to challenge at an 
Employment Tribunal, at which there is no limit for compensation levels in respect of 
discrimination.  Everyone involved in the recruitment and selection process must be made 
aware of their responsibility for the proper implementation of the policy.  This is a key 
element in achieving a consistent and effective approach to the recruitment and selection 
across the Council.
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Moratorium on Non-Essential Expenditure – Financial Year 2015/16
Request to Fill & HR Recruitment Plan

Budget details (all the sections must be completed):
Directorate People & Performance
Department
Division / Service
Head of Service
Name of contact person for vacancy
Specific Budget Head (e.g. equipment)
Budget of Specific Budget Head 2013/14 (£)
Spend to Date on Specific Budget Head (£)
Value of Requested Expenditure (£)
Date Received by Executive Support

Provide detailed explanation to support your request:

Provide evidence of risk to service (with risk assessment) if request refused:

Impact of Risk (1 to 5):
(1 = Low)

Likelihood of Risk (1 to 5):
(1 = Low)

Risk Score (1 to 25):
(1 = Low)

I agree that the following post is to be advertised as per HR process.

Requested by (to be signed by Head of Service):
Name: Job Title:

Signature: Date:

Authorised by (to be signed by Director of Place and Transformation):
Name: Job Title:

Signature: Date:

Authorised by (to be signed by Chief Finance Officer):
Name: Job Title:

Signature: Date:
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PEOPLE & PERFORMANCE DIRECTORATE

REQUEST TO FILL VACANCY / ADVERTISE POSITION

DETAILS OF POSITION

POST TITLE

GRADING OF POST NO OF 
HOURS

ESTABLISHMENT/ TEAM

REASON FOR REQUEST
CONTACT DETAILS OF MANAGER 
SUBMITTING REQUEST

TERMS OF CONTRACT

NEWLY CREATED POSITION Yes / No
COPY OF APPROVAL TO CREATE POST TO BE ATTACHED
(IF NO PLEASE NOTE THE STAFF MEMBER THAT IS BEING 
REPLACED)

PERMANENT Yes / No TEMPORARY Yes / No FIXED TERM Yes / No CASUAL Yes / No

END DATE FOR FIXED 
TERM/TEMPORARY CONTRACT

DAY MONTH YEAR  ___________________________________

DAY TO DAY UNTIL FURTHER NOTICE

ADVERTISING COSTS
DETAILS OF HOW POSITION IS 
TO BE ADVERTISED INTERNALLY JOB CENTRE WESTERN MAIL COMMUNITY 

CARE

BUDGET CODE FOR WELSH TRANSLATION

IF OTHER PUBLICATION REQUIRED PLEASE 
PROVIDE DETAILS

BUDGET CODE FOR ADVERTISEMENT COSTS

BUDGET CODE FOR EMPLOYEE COSTS

DETAILS OF ARRANGEMENTS & ADVERTISING COSTS
DETAILS OF THE DUTIES OF THE POSITION 
DETAILING WHETHER THE POSITION IS A 
FRONT LINE SERVICE AND WHAT 
ARRANGEMENTS HAVE BEEN PUT IN PLACE 
TO COVER CORE DUTIES
PROVIDE DETAILS OF HOW COVER OF A 
TEMPORARY ABSENCE WILL BE MET GIVING 
DETAILS OF HOW THE COVER WILL BE 
FUNDED

ANTICIPATED RECRUITMENT COSTS

PROVIDE DETAILS OF HOW THE ADVERTISING 
COSTS WILL BE MET GIVING DETAILS OF THE 
APPROVED BUDGET

PLEASE NOTE: All sections of the approval form must be completed in full with relevant information.
Any forms submitted that are incomplete will be returned to the appropriate Manager.

GUIDANCE NOTES
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The person requesting to fill a vacancy/advertise a position is required to complete the form giving the following 
information:

DETAILS OF POSITION
POST TITLE This should be the approved designated title for the position 

GRADING OF POST
This should be the SCP (If a fixed point) or the SCP Range.  These should be in 
line with the approved grading of the post, if however there is a change to the 

grading of a position then written confirmation must be provided e.g Board Report 
approving re-grading.

NO. OF HOURS This should show the number of hours per week allocated to the post
REASON FOR 
REQUEST

This should give brief details of the reasons for requesting to fill the vacancy.  

The vacancy must be identified in one of the following ways:
1. EITHER by naming previous postholder – NB a permanent vacancy can only be 

released on receipt of written resignation, substantive postholder being 
appointed into another permanent position, confirmation by Occupational Health 
Physician of ill health retirement or on receipt of written Committee approval of 
creation of new post within Departmental structure.

2. Or identifying additional funding after liaison with Finance
3. OR identifying a temporary opportunity as a result of sickness, maternity etc. 

again naming current postholder and confirming sufficient funding with Finance.
CONTACT DETAILS 
OF MANAGER

This should detail the Manager who will be responsible for the Recruitment and 
Selection of the post along with contact details for that person.

TERMS OF CONTRACT
This should identify whether the post is newly created and documentary 
evidence should be attached to demonstrate the approval for the creation 
of the post.

It should also identify whether the post to be filled will be of a Permanent, 
Temporary, Fixed Term or Casual nature.  If of a Temporary or Fixed Term 
nature then the period for which it will cover should be included (If for cover of 
Long Term Sickness then estimation should be given).

ADVERTISING COSTS

DETAILS OF HOW 
POSITION IS TO BE 
ADVERTISED

Please identify where the advertisement is to be placed should the request be approved.  
If Advertisement is to be placed externally then there will be a cost implication that must 
be considered.
An approved advertisement should be attached to this request.

BUDGET CODES
The budget code for the post must be identified.  Should the cost of any advertisements 
require a different budget code then please detail as appropriate.  Advise on these 
codes can be sought from the Finance team.

FINANCIAL AND HUMAN RESOURCE APPROVAL
The Financial Management and Human Resource issues relating to the request 
will be detailed within these sections.  Issues concerning funding and costs will 
be detailed along with any Human Resource requirements with regard to the 
Recruitment and Selection for the post.

A Draft Advert, approved Job Description and Person Specification should be attached to this request and emailed to 
Sarah.Thornton@merthyr.gov.uk

Assistance on completion of this form or assistance with any of the required 
documentation can be obtained from: Stacey Evans, Financial Information Team Leader, 
Civic Centre – Telephone  (01685) 724625

mailto:Sarah.Thornton@merthyr.gov.uk
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RECRUITMENT PLAN

PLEASE NOTE: It is essential that all pages of the Recruitment Plan are completed in full, duly authorised*, and returned to HR Admin 
before any recruitment activity can start.  The various forms are an integral part of the process and will serve as a timely notification to the 
relevant departments of the prospective requirements for a new recruit. *All posts require Executive Board authorisation.

Job Title of New Role: Date:

Department: Cost Centre:

Director of Service: Location:

Agreed with Director 
of Service:

Yes/No  Manager 
Recruiting:

Executive Board 
Agreement:

Yes/No

New Post  -  Has the 
Role Been Evaluated:

Yes/No

Existing Post  –  
Please give name of 
Previous Post Holder:

PREFERRED RECRUITMENT METHOD
(All posts will be checked against the redeployment list in the first instance.  Posts should be 
filled internally unless the post is specialist or requires skills unavailable internally)

Advertising methods :
Where relevant indicate 
which publication(s).  Joint 
advertising should be looked 
at to save costs
Service Area:

New Vacancy or 
Replacement:

Salary: £ Band:

Budgeted from 
approved budget:

Anticipated 
Recruitment 
Costs: £

Opportunity to integrate role within Service or other Service area? If not explain further:

Outcome if position is not filled?

HR Ref No:    
/04
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RECRUITMENT LINGUISTIC ASSESSMENT TOOL

ESTABLISHING DEMAND FOR A BILINGUAL SERVICE

1) Does your team provide a frontline service (regular contact with the 
public face-to-face or by telephone)?

Yes / No
If yes - Go to question’s 2 and 3
If No - No linguistic requirement to be included on Job Specification 

2) What proportion of current staff are able to provide a Welsh service? 

----------------------------------------------------------------------------------------------------

3) Is this sufficient to fulfil the requirements of the Welsh Language 
Measure? 

Yes / No / Borderline

If Yes – No linguistic requirement to be included on Job Specification
If No – Welsh Essential added to job specification 
If Borderline – Welsh Desirable added to job specification 



19

JOB DESCRIPTION Template
Job title

Department

Location

Job summary

Short term 
objectives

Long term 
objectives

Main tasks

Reporting to

Responsible for
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PERSON SPECIFICATION

Job title

Department

Location

Personal attributes 

1. Amount of 
experience 
required

2. Technical skills 
required

3. Formal 
qualifications

4. Personality and 
Competencies 
required

5. Special 
requirements 
(i.e. car driver)

ESSENTIAL DESIREABLE 

Manager’s signature

Head of Department 
signature
Date

Prepared by

(Please continue on reverse/separate sheet if necessary)
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Values and 
behaviours

Honesty and Openness – Treating everyone fairly and openly through positive 
but clear communication. Others know they can express their views and 
expect a positive discussion. Where performance of others fall short of 
expectations this is addressed quickly and firmly but with a positive and 
supportive manner. 

Integrity is upheld at all times, behaviours of each and every employee in HR 
and Payroll is irreproachable and always within the rules, policies and 
behaviours expected of others. 

Trust and Respect- Mutual respect is given to others. Despite difficulties, 
problems are resolved together and through positive attitudes, professional 
behaviour and willingness to find a solution. If others appear to be 
disrespectful, this will be addressed promptly. Demonstrates integrity at all 
times. 

Accountability- Workloads, priorities and time lines are recognised and owned. 
Professional accountability is maintained at all times. Where work may not 
meet deadlines or quality, this will be identified early and steps taken to 
resolve the problem. Others are not blamed for your own work priorities, 
despite their involvement in part of the outcomes. 

Learning- Interest in continuously developing own skills and knowledge. 
Support others through coaching. Will undertake research and discuss 
problems with others to improve own understanding of a range of issues so to 
improve work outcomes. 

Aspiration- Have high aspirations to continuously improve performance of self 
and of other team members. Encourages others to set themselves new 
challenges and works with team to evaluate Service effectiveness. 

Team working- Ensures that the Service is working as one, that any silo is 
removed. Focuses on outcomes for customers rather than personal gain. Fully 
engaged with others within the team, willing to support others and work with 
them on achieving outcomes for the Service. 

Communication – Ensures others are kept informed and clear information is 
passed on. Team know what their role is and why their work is important to the 
outcomes for the service. Ensures that communication style is adjusted for 
different audiences and ensures that there is clarity and understanding. 
Checks that others understand communication. Able to communicate 
effectively, verbally and in writing. Regular team meetings and one to ones are 
undertaken (with agenda and minutes). Understands the importance of 
confidentiality and knows what can and cannot be shared.
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RECRUITMENT PACKAGE TO BE OFFERED

Job Title:

Department:

Annual gross 
basic salary:
Benefits: THE STANDARD AUTHORITY BENEFITS WILL APPLY UNLESS INDICATED 

OTHERWISE.

Hours of work: FIXED HOURS/FLEXI                                                 FULL TIME / 
PART TIME 

Location:

Special 
conditions:

Human Resources USE ONLY

Date recruitment plan received:  
____________________________________________

Successful candidate:  
____________________________________________

Start date:  
_____________________________________________
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POST TITLE

REFERENCE No.

This form should describe the essential and desirable criteria a person needs to perform
the job.  The criteria must be job related, justifiable, testable and non-discriminatory.

Criteria 
No. Description Essential/

Desirable

C1

C2

C3

C4

C5

C6

C7

C8

C9

C10

Merthyr Tydfil County Borough Council
HR & Development Division

SHORTLISTING CRITERIA
PERSON SPECIFICATION
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POST TITLE

REFERENCE No.

Manager / Lead Officer at 
Interview
Date of Interview

Venue for interview

Interviews YES / NO

Time interviews are to commence

Allocated time per interview

Personality Profile YES / NO
Allocated time for Personality 
Profile

Presentation YES / NO

Allocated time for presentation
Contact person for equipment 
requirements
Presentation Title

Written Exercise YES / NO
Allocated time for written 
exercise
Exercise Title (if appropriate)

Typing/Computer Test YES / NO
Allocated time for 
Typing/Computer Test

Merthyr Tydfil County Borough Council
HR & Development Division

INTERVIEW SCHEDULE

Additional Comment/Special Arrangements
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Merthyr Tydfil & RCT CBC 
Vacancy Management protocol

1. Vacancy is identified in each Council.

2. Vacancy offered first to employees in redeployment situation in the respective Council.

3. If the vacancy is suitable redeployee undertakes a 4 week trial period.

4. If suitable employee redeployed in accordance with the conditions of the relevant 
Council’s redeployment process.

5. If not suitable option, redeployment vacancy placed on Council’s Internal circular and any 
internal appointment made is part of recruitment process.

6. If the vacancy is not filled via internal circular, then the vacant role is offered to Merthyr or 
Rhondda Cynon Taf, depending upon where original vacancy sits and is in effect a ‘ring-
fenced external recruitment process’.

7. The vacancy (from the originating Council) is offered first to any employee in a 
redeployment situation of the Council receiving the vacancy.

8. If vacancy is suitable then redeployee undertakes a 4 week trial period. The salary 
associated with this trial period will be picked up by the employing Council e.g. if a 
Rhondda Cynon Taf employee is undertaking a trial period in Merthyr, then Rhondda 
Cynon Taf will continue to pay the employee for that period.

9. If suitable following the trial period, the employee is appointed to the Council where the 
vacancy sits and accepts the terms and conditions of that Council. In accordance with 
the ‘modification order’ the employee will transfer their continuous service and will not 
need to serve a probationary period. They will though not receive any protection to their 
previous terms and conditions i.e. if they are appointed to a lower graded post, there is 
no pay protection.

10. If the vacancy is not suitable for the redeployee, then the role is advertised to all other 
employees in the Council receiving the vacancy information.

11. Following an application and interview process, if an applicant is appointed to the Council 
where the vacancy sits, then they accept the terms and conditions of that Council. In 
accordance with the ‘modification order’ the employee will transfer their continuous 
service.

12. If an employee who has been appointed to a Council via this process, is at a later date 
made redundant then it is the new employing Council that picks up any redundancy and 
pension costs. 

13. There is also no option for the employee to try and argue they should be paid so many 
weeks based on the new employing Council’s discretionary scheme and the remaining 
weeks on the previous Council’s discretionary scheme.


