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1. Summary 
 
NSS Recruitment and Selection Policy and Guidelines are designed to promote good practice in 
the process of attracting and selecting employees.  NSS policy is that all applicants or potential 
applicants for posts will be treated fairly and courteously in a non-discriminatory fashion.  
Applicants will be assessed purely on merit for the post and without reference to sex, race, marital 
status, religion, colour, ethnic origin, nationality, creed, disability, sexual orientation, unrelated 
criminal conviction, gender alignment, age and in accordance with NSS Equal Opportunities Policy. 
 
NSS recognises that the recruitment and retention of the most suitable employees depends on 
demonstrating fair recruitment and selection practices, which meet or exceed all statutory 
requirements.   
 
Should members of staff have any difficulties with understanding any aspect of this policy, or 
require further information in respect of accessibility, interpretation or application of the policy, they 
should contact their HR Team Representative, Line Manager or Staff Side Representative. 
 

2. Useful Information 
 
Other NSS policies/standards/PIN Guidelines which you may find useful include: - 
 
• NSS Recruitment and Selection Guidance Packs 
• NSS Redeployment Policy 
• NHS Secondment PIN Guideline 
• NSS Document Storage, Retention and Disposal Policy 
• NSS Equal Opportunities Policy 
• NSS Relocation Policy 
• NSS HR Personal Data Policy 
• NHS Safer Pre and Post Employment Checks PIN Policy 
• Positive about Disability Symbol Guidance 
• NHS Equal Opportunities PIN Policy 
• NSS Retirement and Superannuation Policy 
• NHS Supporting the Work Life Balance PIN Policy 
• NSS Job Share Policy 
 
The following websites may also be of interest:- 
 
• NHSScotland Staff Governance  - www.staffgovernance.scot.nhs.uk 
• NHSScotland SHOW (Scotland’s Health on the Web) – www.show.scot.nhs.uk 
• Department for Business Innovation & Skills – www.bis.gov.uk 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.staffgovernance.scot.nhs.uk/
http://www.show.scot.nhs.uk/
http://www.bis.gov.uk/
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4. Scope 

 
This policy applies to all NSS employees, at all locations.  The policy does not apply to the 
appointment of self-employed contractors; locums; work placement students; the Graduate 
Management Training Scheme or employment agency employees (although employment agencies 
will be expected to adopt similar standards).  Certain additional statutory regulations apply to 
medical and professional staff.  These are detailed in relevant circulars and must be checked at the 
earliest stages of recruitment i.e. when drafting a job description and prior to advertising.  This 
policy does not affect the application of these requirements. 
 

5. Responsibilities 
 
NSS recognises its legal responsibility in relation to the process of attracting and selecting 
employees.  Divisional Directors and senior Line Managers are accountable for ensuring that legal 
standards and the standards in this policy are put into practice.  It is also the Line Managers 
responsibility for maintaining up-to-date knowledge of employment law and changes to policy and 
practice through continuous professional development as detailed in their KSF post outline and 
PDP.  It is the responsibility of HR staff to provide professional support and advice, to arrange 
training of appointing managers and to monitor the effectiveness of this policy.  Managers are also 
responsible for ensuring that the KSF post outline, job description and person specification are up 
to date.   
 

6. Policy Standards 
 

 6.1 
 
All vacancies will be reviewed prior to a decision to recruit, in line with the Business Plan 
and taking account of the NSS Redeployment Policy. 
 
All appointing managers have a responsibility to comply with the redeployment process and 
take account of the vacancy management process. 
 

  6.2 The decision to fill a vacant post will be authorised in writing by the Divisional Director or 
their delegated deputy, by finance, management accounts and where applicable the Chief 
Executive. 
 

  6.3 An accurate and up to date job description and robust person specification will be available 
and these documents will link with the KSF post outline for Agenda for Change graded 
posts.  Additionally, standard documentation will be prepared for each post prior to 
advertising in accordance with e-Recruitment documentation/standards.  All documentation 
must be in line with current legislation.  Advice should be sought from the HR department. 
 

  6.4 The grade/band of all posts will be based on an appropriate and current job evaluation or 
grading assessment for the current Job Description.  Posts under Agenda for Change will 
be evaluated within NSS.  Executive level posts will be evaluated by the National Evaluation 
Committee and recruiting managers should take this into consideration prior to commencing 
the recruitment campaign. 
 

  6.5 All NSS employees on the redeployment register will have the opportunity to be considered 
for suitable posts prior to advertising in line with the NSS Redeployment Policy. 
 

  6.6 All posts will be advertised internally within NSS and then NHS before external advert, 
unless it is clear that there are unlikely to be suitable internal candidates, in which case 
advertising internally and externally simultaneously may be considered.  The guidance 
regarding choice of recruitment advertising media and recruitment agencies which is 
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covered in the NSS Recruitment and Selection Guidance Packs should be used.  External 
applicants can only apply once the process involving internal candidates has been 
exhausted. 
 

  6.7 All applicants must submit an application on an NHS Scotland Employment Application 
form.  CVs will not be accepted and candidates should be advised to use the section on the 
application form entitled ‘Statement in Support of Application’ to enter any further relevant 
information from their CV.  Applicants who indicate that they consider themselves to be 
disabled will be given special provisions which are covered in section 6.10. 
 

  6.8 A written record will be kept of the decision and rationale for short-listing or rejecting 
applicants by local HR departments and in line with the NSS Document Storage, Retention 
and Disposal Policy. 
 

  6.9 The organisation will actively promote job sharing by ensuring that all job advertisements 
state that applications will be welcomed from candidates seeking a job share opportunity. 
 

 6.10 Under the Positive about Disability symbol, disabled candidates who meet the minimum 
selection criteria for the post as detailed in the person specification will automatically be 
short-listed and will then be considered on their merits and abilities.  Following discussion 
between HR and the candidate, suitable arrangements will be made to accommodate their 
needs to ensure they can attend and participate in the interview.  All job advertisements will 
include the two tick symbol and the statement that candidates with disabilities who meet the 
minimum selection criteria will be guaranteed an interview.
 

 6.11 There must be a trained interviewer on an interview panel, this may include HR 
representation.  This training will become mandatory for all interviewers in the future.  
Training will be provided for all managers involved in recruitment which will include Equal 
Opportunities/Diversity Awareness training. 
 
The recruiting managers should also consider the composition of interview panels.  Panels 
should reflect a sex and ethnicity balance wherever possible. 
 

 6.12 A written record will be kept of the decision to appoint or reject applicants following interview 
and these notes may be used for feedback purposes.  This written record should be held in 
accordance with the NSS Document Storage, Retention and Disposal Policy. 
 

 6.13 No unconditional written offer of employment will be made until all employment checks have 
been completed in line with the PIN Policy on Safer Pre and Post Employment Checks.  
This includes two satisfactory written references and relevant pre employment checks.  Any 
conditional verbal offer made will be followed up immediately in writing.  Conditional offers 
should be made by the appointing officer supported by the HR Department.  When all pre 
employment checks have been concluded a contract of employment will be issued within 8 
weeks of the start date.   
 
Under no circumstance will successful candidates be able to commence employment until 
their right to work in the UK has been established.   
 

 6.14 NSS Disclosure of Criminal Records process is designed to promote good practice in the 
process of attracting and selecting employees which creates equal access to employment 
for ex-offenders and is in line and consistent with the PIN Policy on Safer Pre and Post 
Employment Checks.  The job advertisements for all posts requiring Disclosure certification 
will state this requirement in the advertisement. 
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 6.15 All secondment opportunities should be advertised and progressed in line with the NHS 

Secondment PIN Guideline.  
 

 6.16 All acting up opportunities of over three months’ duration should be internally advertised to 
ensure equality of opportunity.  
 

 6.17 The guidance on interviewing and selection in the NSS Recruitment and Selection 
Guidance Packs will be followed.  This will include guidance on time off and expenses for 
attending interviews. 
 

 6.18 All documents and procedures relating to recruitment, selection and interviewing are 
confidential and will be stored in accordance with Data Protection Legislation and the NSS 
Document Storage, Retention and Disposal Policy.  However all members of staff and 
external referees must be aware that the confidentiality of these documents may not be able 
to be maintained where an internal complaint is made or where a complaint is made to an 
Employment Tribunal. 
 
Medical information provided by candidates to the Occupational Health team is confidential. 
 

 6.19 The HR department will send out an offer of employment and contract in a standard format 
in line with legal timescales; a full and whole contract should be sent to all external 
candidates however an amendment to contract may suffice for internal appointments. 
 

 6.20 The recruitment and selection process will be monitored as part of NSS’ Equal 
Opportunities/Diversity monitoring process. All job advertisements will state that NHS 
National Services Scotland is an equal opportunities employer. 
 

 6.21 Arrangements for induction will be made once the written acceptance of the post is 
received.  Appointing managers should make arrangements for a full and inclusive 
induction. 
 

 6.22 Where psychometric tests are used in line with the guidance in the NSS Recruitment and 
Selection Guidance Packs, they will be evaluated for validity, reliability and relevance and 
administered by qualified practitioners. 
 

7. Recruitment Procedure and Process 
 
The NSS Recruitment and Selection Guidance Packs detail the operating recruitment processes 
and practices.  They also contain details of responsibilities, timelines and process flowcharts 
detailing the timescales for each step of the recruitment process.   
 

8. Monitoring and Evaluation 
 
This policy, related guidance and advice which supports it, will be periodically reviewed or revised 
to reflect changes in recruitment practice, employment legislation, the labour market and working 
patterns.  
 
NSS will achieve the aims of the Recruitment and Selection Policy by ensuring that:-  

• vacancies reach as wide a pool of potential applicants as practicable 
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 • the procedure and practice for recruitment and selection for appointment or promotion, is 
followed by every Manager and Employee involved in recruitment and selection 

• unlawful and unfair practices are not introduced. 

9. Indicators of Success 
 
The publication of the HR Joint Outcomes report will provide Directors with recruitment statistics on 
a monthly basis. 
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