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1.0 Policy

All staff members shall be recruited by St. Attracta’s Residence through fair and unbiased means.  Positions at St. Attracta’s Residence shall be open to all qualified applicants. St. Attracta’s Residence shall ensure the appointment of the most competent person to any vacancy which arises and shall ensure that all forms of discrimination are avoided. All relevant human resource legislation and best practice will be complied with.    
2.0 
Definitions
Job Description: A structured and factual statement of a job’s functions and objectives, the acceptable standards of performance and the boundaries of the jobholder’s authority. 
Person Specification: Describes the requirements a jobholder needs to be able to perform the job satisfactorily.  These are likely to include: 
· Education and Qualifications

· Training and Experience

· Personal Attributes/qualities 

3.0 
Responsibility
3.1 
New employees - provide confirmation of identity, registration/ validation of status and verification of all qualifications where necessary. 

3.2 
Interview Panel – Choose Candidate and Adhere to Policy

3.3 
Director of Nursing – Approve Appointment
4.0 
Organisation Requirements 

4.1 
St. Attracta’s Residence shall employ sufficient staff in the home to ensure the continuity of care for the residents 
4.2 Identification of the need for recruitment shall include identification of the type of employee required, i.e. part-time or full-time and the nature of the job to be carried out.
4.3 The process for filling the positions shall be the same irrespective of the source of the positions.
4.4 St. Attracta’s Residence shall avoid discrimination of any kind and ensure compliance with Employment Equality Acts 1998 – 2001 and Equal Status Acts 2000-2011

5.0 Job Description

5.1 
When recruiting for a new position, a detailed job description for that position shall be in place. The objective of the job description is to record information on all component parts of a particular job, including its main activities, reporting relationships and the overall aim and purpose of the job.

5.2 
Where the individual is being recruited to fill an existing post, and a job description already exists, it shall be reviewed to ensure its appropriateness.

5.3 
Where the job description does not already exist, it shall be created.

5.4 The job description shall contain information about the job role, purpose and duties of the job, and who the employee shall be reporting to.  
5.5 
Details of the salary range and conditions of the position do not have to be included in the job description; however they shall be determined by the Director of Nursing and General Manager at this time. 

5.6 
The job description shall be communicated to all potential employees who are interested in applying for the position via the various advertising methods selected.  


6.0 
Person Specification 

6.1 
The person specification shall be drawn up on the basis of the job description. 

6.2 
The person specification shall detail the requirements of the job in terms of qualifications, personal skills and experience.

6.3 The person specification shall be based on competencies, which are classified as ‘essential’ or ‘desired’.  Competencies may include some or all of the following: 

· Education (e.g. highest level of education completed) 

· Skills/ Experience (e.g. ability to supervise/manage) 

· Aptitudes (eg verbal reasoning, numerical aptitude) 

· Disposition (eg ability to influence, team player) 

6.4 St. Attracta’s Residence shall prepare the competencies requirements with great care, and shall ensure that the list of essential or desired competencies does not lead to unlawful discrimination against potential employees.
6.5 
The person specification shall be communicated to all potential employees who are interested in applying for the position. 

7.0 
Recruitment Methods 

7.1 
Recruitment methods shall be determined by the nature of the position, and shall be determined at the discretion of the Director of Nursing & General Manager.
8.0 
Curriculum Vitaes

8.1 
All persons applying for any position shall be required to submit up-to-date Curriculum Vitae.

8.2 
All persons called for interview shall be requested by the Director of Nursing to complete and submit an application form. The purposes of this shall be to determine their suitability for working with St. Attracta’s Residence and to assess their competence of the English language. 
8.3 All applications to St. Attracta’s Residence will be acknowledged in a timely manner. 
9.0 
Interview Process

9.1 
Membership of the interview panel shall be determined by the position which is being interviewed for.  The interview panel may be comprised of any combination of the following:  Director of Nursing, Proprietor, General Manager, Line managers or others as appropriate.  Membership of the interview panel shall be appropriate to the position being filled. 
9.2 
St. Attracta’s Residence shall ensure that the candidate’s capacity and motivation to perform a particular job effectively within St. Attracta’s Residence, to the satisfaction of the residential home, is evaluated fairly.
9.3 
At the start of the interview, the interview panel shall make the interviewees feel welcome, and valued, and allowed time to settle in to the interview. 

9.4 
The interview panel shall encourage the interviewee to talk, and shall listen actively to their questions.  Interviewees shall be invited to ask questions, and appropriate responses shall be provided.  

9.5 
The interview panel shall have a criteria checklist against which the suitability of the candidates is assessed. This checklist shall be created and agreed by the interview panel prior to the commencement of the interviews, and shall be based on the predetermined job description and person specifications.  
9.6 The Director of Nursing shall ensure at interview stage that all new staff are competent to communicate effectively with residents, including those with communication difficulties, in particular in relation to speaking, listening, reading and writing.  

9.7 
The interview panel shall be mindful of the need to avoid asking the candidate any questions which may be perceived as being discriminatory. 

9.8 
The agreed checklist shall be used to guide all interviews.  The interview panel shall use the checklists to determine the most appropriate candidate for the position. Successful and unsuccessful candidates shall be informed in a timely manner following the interview.  
9.9 
Interview notes shall be kept on file for at least 12 months before being discarded. 

10.0 
References

10.1
Where a candidate is successful, St. Attracta’s Residence requires a minimum of two references from previous employers who have first-hand knowledge of the candidate, including a reference from the last place of employment, prior to confirming the offer of employment. 
10.2
Checking a reference by telephone or by face-to-face discussion is preferable and shall be completed by the Office Manager.
11.0 
Offer of Employment 

11.1 
St. Attracta’s Residence shall make a written offer of employment to the selected individual once satisfactory reference checks have been received.

11.2 
This offer of employment shall be subject to the individual producing an application for a Garda vetting report (or confirmed Garda Clearance). 
11.3 The offer pack will contain their rate of pay, start date, contract duration and type, contract of employment which includes their terms and conditions of employment, job description and employee handbook.  
11.4 
Employees shall confirm their acceptance or otherwise of the employment offer in writing.

11.5 
Potential employees will only be issued their offer pack once they have supplied the following:
11.5.1 Satisfactory Garda Vetting

11.5.2 Receipt of two references (see 10.0 above)
11.5.3 Confirmation of identity

11.5.4 Confirmation of registration/validation of status, where applicable 

11.5.5 Verification of all qualifications
11.5.6 Record of previous employment
11.5.7 Satisfactory explanations for gaps in employment

12.0 
Probationary Period 

The probationary period for all new employees shall follow the process outlined below: 
12.1 
All new employees shall be put on a probationary period of six months. 

12.2 The probation shall be reviewed at 6 months by the relevant line manager.  Where this is satisfactory, it shall be signed off as such and the employee shall no longer be on probation. 

12.3 
Where service has been deemed to be unsatisfactory the probationary period may be extended for a further period, not exceeding 12 months or terminated.

12.4 
The Director of Nursing & General Manager shall review and record the employee’s performance during the probationary period with the relevant line manager.  

12.5 
Records of all reviews within the probationary period shall be kept and a copy of same shall be furnished to the employee if requested.
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