Queen’s Register of Support Providers 
Recruitment and Selection Policy
Introduction
Queen’s Register of Support Providers is committed to appointing appropriately qualified and experienced Support Providers to work with disabled students.  
This policy sets out how this is achieved and is intended to set standards to help promote best practice and compliance with the relevant legislation.

Please note that although recruited by the Queen’s Register of Support Providers, Support Providers are self-employed and work on a freelance basis.  They are not actually employees of the University. 
Sound Selection and Recruitment 

Three principles underpin the recruitment and selection policy:

a.
All applications will be given equality of opportunity
b. All selection decisions will be based on merit
c. All selection decisions will be justifiable and well documented

a.
All applications will be given equality of opportunity

Queen’s Register of Support Providers is committed to promoting equality, diversity and inclusivity and complying with legislation and best practice.  

The selection techniques and criteria used by Queen’s Register of Support Providers will be fair, free from unlawful bias and appropriate to the roles.  Queen’s Register of Support Providers will not unlawfully discriminate on the grounds of gender, age, community background, religion, race, disability, sexual orientation, marital status or political opinion. 

b.
All selection decisions must be based on merit

The selection techniques used by Queen’s Register of Support Providers give applicants the opportunity to demonstrate that they possess the skills and attributes necessary to effectively undertake the roles and responsibilities of the post(s) for which they are applying.

All decisions made throughout the selection process will be based on merit.  This is important, both from an equality perspective and from a business perspective.  Selection on merit helps to ensure that an individual has the competencies that will allow him/her to meet the challenges of providing non-medical support through the Queen’s Register of Support Providers structure. 

Those applicants who best demonstrate on the application form their ability to fulfil the criteria will be short listed and called to interview, the next stage in the selection process.  Appropriate selection techniques will then be applied and those who demonstrate that they fit with the personnel specification(s) will be appointed. 

The Job descriptions and Personnel Specifications are central to this process and are used to ensure sound recruitment and selection. 

c.
All selection decisions will be justifiable and well documented
Standard proforma documentation will be completed.

All selection decisions, whether at the short listing or appointment stage, will be documented and justifiable on the basis of the criteria given in the personnel specifications and the duties outlined in the job descriptions.

Applicants will be kept informed of the progress and outcome of the selection process in a timely manner.  All enquiries about recruitment will be dealt with in an efficient and open manner. 
Procedure for Recruitment and Selection
Support Provider opportunities with Queen’s Register of Support Providers will be advertised as required.  Queen’s Register of Support Providers also accepts applications from candidates on an on-going basis.  These applications will held on file until the next round of interviews.  Short listed candidates will be informed in writing when the next stage of the selection exercise, the interview, is taking place. 

All applicants are required to complete the standard Queen’s Register of Support Providers Application Form, which, on request, is available in alternative formats.  Those applicants who best demonstrate on the application form their ability to fulfil the criteria will be short listed and called to interview.  Candidates who have been unsuccessful at short listing will be informed in writing in a timely manner and given the opportunity to seek feedback.
Interviews will be carried out by Queen’s Disability Services staff.  All those participating on selection panels will have undergone training in recruitment and selection. 

Candidates will be informed in advance of the interview date, time and location in writing in a timely manner.  Queen’s Register of Support Providers will facilitate any reasonable adjustments required for candidates to attend interview. 

Interviews will take place during normal office hours and each interview will follow a series of set questions relevant to role(s) applied for.  
All candidates will be informed in writing after their interview as to whether they have been successful or not.  All unsuccessful candidates will be able to contact Queen’s Register of Support Providers for feedback following their interview. 

Further to interview, all successful candidates are required to complete a number of Queen’s Register of Support Providers documents and the Register’s Code of Conduct.  Only when all of the required documentation plus at least one positive reference have been received will candidates be added to Queen’s Register of Support Providers and made available to work with students.  Guarantees of work cannot be given (please see the Allocation of Work Policy for further information).
Training in Recruitment and Selection
All members of selection panels will have received training in sound recruitment and selection techniques.  This training includes guidance on employment and equality legislation.  Staff will have participated in the recruitment and selection training course delivered by Queen’s University and will attend any additional training as required. 

Queries from Unsuccessful Candidates
All applicants will receive written notification of the outcome of their application after short listing.  Queen’s Register of Support Providers will respond promptly and openly to any enquiries from unsuccessful applicants.  Applicants who are not satisfied with the outcome or who require further details should contact the Disability Support Co-ordinator and a response outlining why the application was unsuccessful will be provided. 
Should you have any further queries or require a copy of this policy in an alternative format, please contact us directly at:

Queen’s Register of Support Providers 

Disability Services

Student Guidance Centre

Queen’s University

Belfast, BT7 1NN

Tel: 028 9097 3610 / 028 9097 2727

Email: nmhregister@qub.ac.uk
Web: www.qub.ac.uk/directorates/sgc/disability/SupportProviders/ 
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