Recruitment Procedures
RECRUITMENT POLICY

WHO MUST ABIDE BY THISPOLICY?

All Match Options staff, regardless of whether they are temporary or
per manent.

THE PURPOSE OF THISPOLICY:

- To maintain a strong vetting and recruitment precés meet the
requirements of various legislation and authorities

- To ensure fairness by providing uniform recruitmemtipany policies.

- To provide staff members with the criteria for séilen and recruitment.

POLICY CONTENT

Interviewers

Match Option shall use only suitably trained angezienced personnel to undertake
interviews.

Where nurses/ODPs are recruited, a more senisteegd nurse interviews them
Where midwives are recruited, a more senior regadtenidwife shall be used.

Where healthcare workers are recruited, the intgrer will have suitable experience
for the type of assignment that the worker will artdke.

In all cases the interviewer is to be suitablyreai and experienced to conduct
interviews and to ask questions to the applicagdnding relevant clinical experience
and in all matters covered in the sections of #rsgnnel file covered below.

The interviewer shall have relevant qualificati@ml relevant experience or training
in interviewing techniques and shall be able teesssselect and place workers in
according to their qualifications, comptence, datiexperience and skills.

Match Option’s interviewers will undertake indivialuface-to-face interviews in a
location that is secure and private for all potnivorkers that are short-listed and
may be recruited.

For applicants who are abroad, whatever methobeoirtitial interview (phone, video
conferencing etc), a face-to-face interviemust be held the instance the applicant
lands in the UK.

A face-to-face Interview must be conducted priothte applicant being supplied to a
service user.

The recruitment process is simplified by use of a checklist that sectionalises the
staff fileunder the following subheadings

Registration Application Form

Prior to a face-to-face interview the applicant ttasomplete an application form that
meets the requirements of legislation and requasdtsdetails of the applicants
Previous employment history. Where the history a$ econtinuous, and shows gaps
between employers, Match Option shall questioragi@icant to establish reasons for
such gaps.

A full curriculum vitae or employment history andigence of all previous, relevant
training undertaken and details of any previousurent employment by another
nursing agency has to be obtained.
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The applicant to demonstrate their written commatmon skills/competent and also
to self declare the truth of whatever they havecetgd in the form will complete the
application form.

The application form should also be completed onffrof a recruitment consultant,
not only for the purpose of guiding the applicant hlso to ensure that there is a
structured and documented recruitment process.

Immigration status & eligibility to work

Checks will involve seeing the original of the apaht’s, passport, or the original or a
copy of their birth certificate. Photocopies ofsb@locuments are to be maintained in
this section of the applicants personnel file. det@n these documents are to match
with those on the application form.

Applicants who are not British citizens or EC natts and have not been granted
permanent status in the UK must produce evidentieeafiecessary Home office
immigration status and permission to take employrmetuding the work permit
number.

Match options usesC'omprehensive guidance for UK employers on chatgtse

law on preventing illegal workingissued by the Home Office in April 2004 while
reviewing the applicants documents. Copies of tigiral documents are filed as
evidence in the applicant’s personnel file.

Proof of address

Photocopies of original proof of address documanist be placed in the personnel
file. These include and are not limited to Full dKving licence, utility bills, Bank
statements and any other that are listed on the €#Bklist covered hereafter

References

It is Match Option policy to request for two reletavritten references on headed
Paper and/or a tick box form with a company staf@pe of the references must be
from each of the most recent employers and mugagodetails of work undertaken
by the applicant.

The references must be from senior line mangers thmse previous employers.
References must clearly show relationship betweerapplicant and the referee.
Where the line manager has left employment, theridhmer employers personnel
department will be asked for the reference unlietgat former employer has ceased
trading. We verbally confirm all references fronganisations we are unfamiliar with
to validate the organisation and the referee. réferences must relate to the last two
employment positions.

We also request for a character reference.

Annual references- there are cases where a worker has been withi@ption for
more than 1 calendar year. An appraisal form fentiorker from the current service
user will suffice as an acceptable reference.

Criminal Records Bureau (CRB)

Match Option will undertake Criminal Record Buresdnecks for all applicants, and
these will be valid for 12 calendar months from diag¢e of issue (for nursing and
caring staff) and for 3 years for other types affst Criminal Record Bureau checks
undertaken via another organisation are not valichtirsing and caring workers.

All CRB checks will be of the enhanced type, andtmnclude both POVA and
POCA checks.
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Match Option has a very strong policy on CriminalcBrds checks and these have
been in place for a number of years. The company@balance safety against
being fair and reasonable. If we decided to fbgseject the candidate based on
information contained in the CRB check, we therues a statement from the
candidate detailing the circumstances of the int{@¢, how they are not related to
the role and what actions/behaviours the canditlasegone since the incident(s)
occurred. We then balance this statement agdiastandidate’s work history,
references and interview notes prior to decidingtiver to accept or reject the
candidate.

All workers are required to inform Match Optioraifiy relevant incidents happen
after we have received an unqualified CRB repodm®red under the declaration on
the application form

Worker Termsand conditions of employment

The Terms and conditions of employment meet theirements of legislation and
employment law including equal opportunity, DOH eanf practice for supply of
temporary staff and also guidelines on internafi®ecruitment.

However these Terms, which are issued to the wankeriting, specify the
relationship between her/she and Match Option.

The Terms include a proviso entitling Match Optiordisclose to the service user
personal information for audit or other legitimat&poses. This is also covered in the
staff Handbook.

This section of the personnel file will also contaicopy of the personal
specification/job description that will outline te&perience and qualifications
required for the position.

Training and Qualifications

All workers will undergo Training and developmemnbgess as covered under that
policy and the staff Handbook. Proof of such maadaand induction training is filed
in the personnel file.

The company’s monitor yearly updates on local bindegel as well as central head
office booking level through the Online Administoat Database system (OADS),
thus ensuring there is a very limited chance osmgan update.

Fitnessto work

Match Option has a robust Occupation Health pollycumented in the personnel
file are details of self-declared health Questiararoof of Immunisation for
selected infection Health risks as for HepatitiB, AIDS/HIV, Rubella, and Varicella

I nterview notes

This section of the personnel file (also see theriRement checklist) contains
documented proof of the interview process.

Auditing and compliance

As part of a continual process improvement progranivatch Option has developed
a tailor made Online Data administration system D3Awith privilege levels for
different employees that have the capability toragdsl compliance requirements as a
result of the company’s long experience in the theale industry. The system has the
facilities that “alert/remind” before expiry of doments and allows placement of only
staff that meet criteria. The system is therefdse an improved recruitment
management system tool within the company



Recruitment Procedures

Employee Charter-Recr uitment Specification
This charter is not a replacement but an extrachfihe Staff Handbook.

» All health care professionals will maintain a st tidy appearance. Please
note that any individual needs of service userstrhesmet where necessary,
e.g. no nail varnishes, no/restricted jewelleryir hi@d back, wearing of a
specified dress code, etc.

» Staff are required to have a satisfactory knowleofgine English language if
the professional qualifications were obtained algwf the U.K.

> |If staff have previously worked with children orlmarable adults, they are
required to supply verification for the reason feaving, unless it is not
practicable to obtain it. Staff accept to take éBGReck with us.

» Staff are required to wear Photo ID badge when wmgrior any service user.

> As stated on the application form, Staff must declany reason that may
negatively effect their physical and/or mental éés before taking any work
placement.

» All health care professionals will be encourageddtwork with other
health care professionals registeréd ws to share best practice and
learning.

» Health care professionals will be required to utader an annual appraisal of
performance, which will specifically identify anddress their training needs.

» Staff are required to familiarise themselves, adideae to, the staff handbook
signed for when provided during registration with

» All complaints received from service users will figbject to an investigation.
This will normally be carried out jointly by thersece user and us. If staff is the
subject of an investigation, a copy of the fingboe will be provided to that
staff. Please note that it is in interest of staf€o-operate with the investigation
process.

» Staff must supply written details of Registratigoialifications, and experience.
Match Options will take and retain copies of tinisheir personnel file.

» As specified in the Staff Handbook, all staff mustorm their Recruitment
managers when they are not in good health. Femapéogees must report when
they become pregnant to avoid placement in undsgirsky environments.

» Staff will receive a six monthly performance appahiaimed at; identifying
training and development needs, acknowledging gwadtice, overall standard
of performance, and constant improvement.

» Unqualified Nurses Must not get involved with medion without a written
authorisation from the Nurse recruitment Managendél any circumstances,
they MUST never get involved without a DIRECT swp&bn by a Qualified
Nurse at the service users premises.

Sign for receipt of a copy of this charter:

Signature: ..........coociiiiiiiiie e e ee ... Dates / /
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Sectionalised Personnel staff file per the reoraiit checklist




