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Our Recruitment Pack contains the essential documents for an effective recruitment procedure.

Recruitment Pack

Set out below is an overview of the pack contents. If you would like to a copy of the Pack, please order
through Felicity Larter at flarter @vwl.co.uk or on 0117 314 5606.

Sample content £250+ VAT

Recruitment checklist

A practical checklist and formal record to be used by your
recruitment administrator to assist you in remaining on track with
your effective recruitment process. (2 pages)

Job Description and Person Specification

The proformas you will need, with handy drafting
hints, to prepare a Job Description which
appropriatey describes the vacancy for which you are
recruiting and a Person Specification which defines
your ideal applicant for therole. (2 pages)

e —— Application form Short listing
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- : An application form to : assessment form

‘ elicit the relevant To be used in conjunction
information you will need with the Job Description
to make an informed and Person Specification.
decision about an applicant. e R e Will assist the short listi ng
Drafted to comply with the : pand to record their
current requirements of the assessment of each

- Data Protection Act, application form,

Disability Discrimination identifying anomalies,
Act and current Human inconsistencies. A formal
Resources best practice. record of your decision

(7 pages) making process. (2 pages)
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Interview assessment form

Will assist theinterview pand in formally assessing
and evaluating the applicant’s suitability for the
post. Will act asformal evidence in support of a
fair, well co-ordinated interview procedure from an
employment law perspective, should you receive a
request for feedback or be the subject of an
Employment Tribunal claim. (2 pages)

Reference request
letter

A simpleyet effective
letter to accompany your
request for areference. It
reminds the referee of
their legal obligation to
provide a“true, fair and
accurate reference”.

(2 pages)

Reference request
form

A proformawhich will be
quick and easy for the
referee to complete thereby,
hopefully, prompting a fuller
reply to your enquiry. Asks
for answers which so often
e are missed even in the fullest
written reference.

(2 pages)

Rejection letter

A polite, simpleletter to
reject the unsuccessful
applicant. Consistency in
the form of your
rejection should afford
you the greatest
protection against
Employment Tribunal
claims. (1 page)

Conditional offer of
employment letter

Theall important |etter!
Confirms offer is conditional
upon satisfactory references,
evidence of theright to work
in the United Kingdom, the
employee's agreement to
your contractual terms and
an agreed commencement
date. (1 page)

Standard contract of
employment

A simpleform contract
which can be used in most
businesses. This complies
with the statutory
requirements and
includes, as appendices,
non-contractual grievance,
disciplinary and dismissal
procedures. (6 pages)

Equal Opportunities
Questionnaire

Whilst monitoring the
diversity of your workforceis
not mandatory understanding
their makeup and taking steps
— to ensure that your business
practices and procedures are
I non discriminatory will give
i | you the greatest protection

= - from an Employment
Tribunal claimand islikely to
promote productivity and
happiness. (3 pages)




