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1. [bookmark: _Toc368573027][bookmark: _Toc506483065]PURPOSE
[bookmark: _Toc296415791]The purpose of this request for quotation is to invite proposals from service providers to provide a recruitment service with respect to the appointment of a range of Chief Officer roles. The first of these are a Chief Executive and Strategic Director positions for Lambeth Council.
Timetable
	Activity
	Date

	Date of issue of request for quotation
	19 February 2018

	Date of return of quotation
	5pm on 5 March 2018

	Evaluation period
	5 – 9 March 2018

	Commencement of contract
	19 March 2018


Table 1 Timetable for request for quotation

1. [bookmark: _Toc368573028][bookmark: _Toc506483066][bookmark: _Toc297554773][bookmark: _Toc296415805][bookmark: _Toc296415793]BACKGROUND TO THE CONTRACTING AUTHORITY
About The London Borough of Lambeth
Lambeth is one of a ring of thirteen local authorities which constitute Inner London. It measures seven miles north to south, and about two and a half miles east to west. The London Borough of Lambeth is the largest inner London Borough with a population of around 260,000. 34% of Lambeth's population are from ethnic minorities - the seventh highest figure for a London borough. Approximately 132 languages are spoken in the Borough and after English the main languages spoken are Yoruba and Portuguese.

The borough is made up of five Town Centres - North Lambeth, Streatham, Clapham and Stockwell, Norwood and Brixton. Five Area Committees, based on the Town Centre areas, have been introduced to make decisions on a local level and provide an opportunity for the local community to bring their views to the council. 

There are many tourist attractions within the borough's boundaries. Waterloo, Westminster, Lambeth and Vauxhall bridges are all partly located within Lambeth's boundaries as are the London Eye and Lambeth Palace, the official London Residence of the Archbishop of Canterbury. 

Lambeth includes the South Bank complex as the most visible element of a thriving, expanding arts and leisure industry within the borough. Examples include internationally known theatres such as the Old Vic, the Young Vic, the National Theatre, Royal Festival Hall and the National Film Theatre.

The north of the borough is bounded by the River Thames and is home to the London Eye and Waterloo station. The Vauxhall area, immediately to the south of Waterloo, is predominantly residential with important commercial and industrial activity taking place. The central part of the borough extends from the Oval in the north (with the Oval Cricket Ground) to Clapham Common and Brockwell Park in the south. The area contains many of the Council's housing developments. It contains the borough's largest shopping centre in Brixton and leisure attractions such as the Academy music venue and the Ritzy cinema. 

Travelling down from the north of the borough to the inner-suburbs of Streatham & Norwood, the south of the borough is predominantly residential. It has excellent entertainment and recreation facilities and potential for retail and business development on a number of key sites. 

The Council’s Objectives
The council’s key objectives, as set out in the Borough Plan are:

· Creating inclusive growth: We want all of Lambeth to benefit from the investment and regeneration of the Borough
· Reducing inequality: We want to take action to address inequalities across the borough including issues to do with health, job opportunities and quality of life
· Building strong and sustainable neighbourhoods: We want to maintain safe, clean and cohesive communities across the borough

1. [bookmark: _Toc368573029][bookmark: _Toc506483067]BACKGROUND TO REQUIREMENT
[bookmark: _Toc297554774]
Lambeth Council is seeking to appoint a recruitment consultant (service provider) to assist with the selection of a new Chief Executive and Strategic Director.

These would be to two separate recruitment processes undertaken during 2018.

The process for selection of Chief Officers is guided by Lambeth Council Constitution and the recruitment procedure for chief officer posts. 
[bookmark: _Toc368573030]
1. [bookmark: _Toc506483068]SCOPE OF SERVICES 
The successful recruitment consultant will play an active role in project managing the appointment of both Chief Officers. The main headings for the scope of services are set out in the bullet points below:: 
· Providing advice and guidance to the Council on the process
· Preparing the Recruitment pack
· Conducting Preliminary search and market testing
· Conduct executive search and selection
· Developing a long-list of candidates
· Undertaking and evaluating technical assessments
· Shortlisting candidates following technical assessments
· Developing options for Interview questions in consultation with the Council
· Preparing and undertaking testing methodology for shortlisted candidates
· Conduct candidate stakeholder engagement with Lambeth partners 
· Develop final interviews pack for the appointments subcommittee
· Any further activities the service provider would recommend that would support the recruitment process or requested by the Council’s nominated Contract Manager.				

	Out of scope:
	There are a number of activities outside the scope of services which will be undertaken by the local authority. Under the provision of advice and guidance the recruitment consultant might be required to advise the Council on such areas as:
· Recruitment advertising
· Development of internal reports
· On-site meetings organised either by Lambeth HR or Democratic Services
· Hosting of a microsite


1. [bookmark: _Toc368573031][bookmark: _Toc506483069]DETAILS OF SCOPE OF SERVICES
Table 2 below sets out the deliverables by which the success of the project will be evaluated for the recruitment of positions. The Recruitment Consultant is responsible for the successful project management of the deliverables in accordance with the modes for the delivery. 

The Recruitment Consultant will agree the details for the delivery of each deliverable prior to commencement of each phase of the project. Any variations to the project will be agreed in writing by the Council’s Contract Manager. On successful completion of each deliverable  the Recruitment Consultant will be invited to submit an invoice.

The first phase of the recruitment will be for these senior positions. Following this the council may also wish to undertake further senior chief officer recruitment, which will follow a similar process. 



	Item
	Deliverables and activities
	Mode

	1
	Provision of advice and guidance to Lambeth Council, including the Leader of the Council, Appointments Subcommittee on
a) Final job description and person specification
b) Recruitment pack
c) Advertising and Executive search options
d) Technical interviews
e) Stakeholder engagement
f) Testing methodology
g) Interviews 

	Meetings, teleconference and emails

	2
	Conducting preliminary search and selection and market testing  
	Report to leader prior to the start of the formal recruitment process

	3
	Preparing the recruitment pack for prospective candidates 
	Hard copy and electronic format


	4
	Conducting executive search and selection including weekly report on progress during this phase of activity
	Weekly report on progress in electronic format

	5
	Developing a report and long list of candidates for the appointments subcommittee to consider.
	Electronic and hard copy format

	6
	Undertaking and evaluating technical interviews with long listed candidates
Developing a report for the appointments subcommittee to consider 

	Electronic and hard copy format

	7
	Developing a short list of candidates for the appointments subcommittee to consider as a report 
	Electronic and hard copy format

	8
	Developing options for interview questions in consultation with the Council with up to 20 questions covering aspects of the job description and person specification for the appointments subcommittee to consider. Interview questions to be delivered in a report
	Electronic and hard copy format

	9
	Preparing and delivering testing methodology of shortlisted candidates as agreed by the appointments subcommittee. Following testing a report to be provided to the appointments subcommittee
	Electronic and hard copy format

	10
	Developing options for stakeholder assessment for the appointments subcommittee to consider for appraising stakeholder feedback
	Electronic and hard copy format

	11
	Develop a final shortlisted candidates pack including CV and summary report on assessment and stakeholder feedback for interview panel
	Hard copy format


Table 2 - Proposed deliverables and activities

	
1. [bookmark: _Toc368573032][bookmark: _Toc506483070]KEY MILESTONES
Dates will be subject to change but indicative dates are as follows: 
	Milestone
	Date

	Commencement of contract
	19 March 2018

	Initial meetings with Council 
	April

	Initial search and market testing
	April / May

	Formal adverts, executive search
	May

	First appointments subcommittee meeting (Longlist)
	15 June

	Second appointments subcommittee meeting (Shortlist)
	01 July

	Third appointments subcommittee meeting (candidate ranking)
	15 July

	Fourth appointments subcommittee meeting (Interviews)
	31 July


Table 3 Key Milestones
[bookmark: _Toc302637211]
1. [bookmark: _Toc506483071][bookmark: _Toc368573033]AUTHORITY’S RESPONSIBILITIES
· The convening of an appointments subcommittee to support the selection process.
· Provision of any relevant documents including council policies and procedures.
· Single point of contact will be the interim Director of Human Resources and Organisational Development, Dean Shoesmith.
· Contact during the request for quote period is Paul Ewing, Organisational Development and Change Manager pewing@lambeth.gov.uk 

1. [bookmark: _Toc368573034][bookmark: _Toc506483072]VOLUME OF ACTIVITY
[bookmark: _Toc368573035]Based on past recruitment exercises, it is anticipated that there will be per recruitment exercise:

· Four formal meetings of the appointments subcommittee
· 1 Stakeholder event
· Up to 4 additional informal meetings
[bookmark: _Toc506483073]
APPENDIX A – SPECIFICATION OF SCOPE OF SERVICES

1. [bookmark: _Toc506483074]CONTINUOUS IMPROVEMENT -
The Service Provider will be expected to use their advice and expertise to recommend improvements to the delivery of the project. 

1. [bookmark: _Toc368573038][bookmark: _Toc506483075]STAFF AND CUSTOMER SERVICE 
The Authority requires the Service Provider to provide a sufficient level of resource throughout the duration of the HR Consultant CE Recruitment Contract in order to consistently deliver a quality service to all Parties.
Potential Provider’s staff assigned to the HR Consultant CE Recruitment Contract shall have the relevant qualifications and experience to deliver the Contract. 
The Potential Provider shall ensure that staff understand the Authority’s vision and objectives and will provide excellent customer service to the Authority throughout the duration of the Contract.  
1. [bookmark: _Toc368573039][bookmark: _Toc506483076]SERVICE LEVELS AND PERFORMANCE
The Authority will measure the quality of the Supplier’s delivery by weekly reporting and feedback from councillors and other stakeholders. 
Should it be necessary Lambeth or the supplier can cancel services and deliverables not yet provided.
1. [bookmark: _Toc368573040][bookmark: _Toc506483077]SECURITY REQUIREMENTS
	Consultants will be required to have a Lambeth ID Badge.

1. [bookmark: _Toc506483078]REPORTING
The consultant will be required to provide a weekly report to the council 

1. [bookmark: _Toc506483079][bookmark: _Toc368573042]PAYMENT
	Payment can only be made following satisfactory delivery of pre-agreed deliverables. 
	Before payment can be considered, each invoice must include a purchase order number, detailed elemental breakdown of work completed and the associated costs. 
1. [bookmark: _Toc506483080]ADDITIONAL INFORMATION 
	Please refer to the supporting documentation provided by the council including
· Chief Officer recruitment procedure 
· Lambeth Council Constitution 2016-17
· [bookmark: _GoBack]Contract Terms and Conditions provided as a separate attachment Appendix E – Contract Terms and Conditions

1. [bookmark: _Toc368573043][bookmark: _Toc506483081]LOCATION 
	The location of the Services will be carried out at Lambeth Town Hall Brixton Hill SW2 1RW or locations deemed appropriate by the council and consultant. 
[bookmark: _Toc368573036][bookmark: _Toc506483082]
APPENDIX B QUALITY AND METHOD STATEMENT 

The service provider should be able to demonstrate in a written submission no longer than four A4 pages the following:

1. Provide knowledge of the council and strategic challenges facing London local authorities.

2. Demonstrate track record of Chief Executive and Strategic Director recruitment. Please provide examples of where you have conducted successful appointments of Chief Officers and what made them successful.

3. Demonstrate a clear methodology for recruiting a senior officer and how you propose to  add value to the council’s recruitment process.

4. Outline your proposals in identifying candidates from a diverse range of backgrounds and an understanding of the diversity within the London Borough of Lambeth.

5. Provide your approach to establishing and maintaining effective working relationships with members.

This will form 60% of the evaluation and each question will be of equal weighting.
The responses will be marked in accordance with the marking scheme below:

	Score
	Rating
	Description

	0
	No Response
	No proposal has been received
Note: The response is deemed unacceptable.

	1
	Unacceptable
	A proposal at this rating:
· Builds very little or no confidence that the Tenderer can deliver the requirements due to insufficient evidence of relevant ability, understanding, skills, resources and quality measures;
· Builds very little or no confidence that the Tenderer’s approach/solution will deliver the requirements due to insufficient evidence or an inappropriate approach/solution.
Note: The response is deemed unacceptable.

	2
	Poor
	A proposal at this rating:
· Raises reservations that the Tenderer can deliver the requirements due to insufficient evidence of relevant ability, understanding, skills, resources and quality measures;
· Raises reservations that the Tenderer’s approach/solution will deliver the requirements due to insufficient evidence or an inappropriate approach/solution.
Note: a response at this rating includes reservations which cannot be easily resolved with the Tenderer pre-contract award (i.e. changes which would distort the competition) or during the contract term without impacting time, quality or cost. 
The response is unacceptable.

	3
	Acceptable
	A proposal at this rating:
· Confirms that the Tenderer can deliver the requirements through evidence of relevant ability, understanding, skills, resources and quality measures;
· Provides an acceptable approach/solution to delivering the requirements utilising standard strategies, plans, tools, methods or technologies.
Note: an acceptable response may include minor reservations that can easily be resolved with the Tenderer pre-contract award (i.e. changes which would not distort the competition) or during the contract term without impacting time, quality or cost.

	4
	Good
	A proposal at this rating:
· Builds confidence that the Tenderer can deliver the requirements through evidence of relevant ability, understanding, skills, resources and quality measures;
· Provides a good approach/solution to delivering the requirements utilising appropriately tailored strategies, plans, tools, methods or technologies.
Note: a good response may include a small number of minor reservations that can easily be resolved with the Tenderer pre-contract award (i.e. changes which would not distort the competition) or during the contract term without impacting time, quality or cost.

	5
	Excellent
	A proposal at this rating:
· Builds a high level of confidence that the Tenderer can deliver the requirements through evidence of relevant ability, understanding, skills, resources and quality measures;
· Provides an exceptional approach/solution to delivering the requirements utilising appropriately tailored and at times innovative strategies, plans, tools, methods or technologies.
Note: an excellent response should not include any reservations.





[bookmark: _Toc506483083]APPENDIX C PRICING DOCUMENT AND SUBMISSION

	Item
	Deliverables and activities
	Day rate / Cost
	Estimated Hours
	Total Cost

	1
	Provision of advice and guidance to Lambeth Council, including the Leader of the Council, Appointments Subcommittee on
a) Final job description and person specification
b) Recruitment pack
c) Advertising and Executive search options
d) Technical interviews
e) Stakeholder engagement
f) Testing methodology
g) Interviews 

	
	100
	

	2
	Conducting preliminary search and selection and market testing  
	Not applicable
	
	

	3
	Preparing the recruitment pack for prospective candidates 
	Not applicable
	
	

	4
	Conducting executive search and selection including weekly report on progress during this phase of activity
	Not applicable
	
	

	5
	Developing a report and long list of candidates for the appointments subcommittee to consider.
	Not applicable
	
	

	6
	Undertaking and evaluating technical interviews with long listed candidates
Developing a report for the appointments subcommittee to consider 

	Not applicable
	
	

	7
	Developing a short list of candidates for the appointments subcommittee to consider as a report 
	Not applicable
	
	

	8
	Developing options for interview questions in consultation with the Council with up to 20 questions covering aspects of the job description and person specification for the appointments subcommittee to consider. Interview questions to be delivered in a report
	Not applicable
	
	

	9
	Preparing and delivering testing methodology of shortlisted candidates as agreed by the appointments subcommittee. Following testing a report to be provided to the appointments subcommittee
	Not applicable
	
	

	10
	Developing options for stakeholder assessment for the appointments subcommittee to consider for appraising stakeholder feedback
	Not applicable
	
	

	11
	Develop a final shortlisted candidates pack including CV and summary report on assessment and stakeholder feedback for interview panel
	Not applicable
	
	



Please note for item 1 we require an hourly rates, we have used an estimated of 100 hours for evaluation purposes only. The Council is unable to guarantee the volume of work that emanate from advice and guidance.

Please note items 2 to 11 we require your insert a lump sum in the total cost column.

Please can you produce one pricing proposal for up to three positions. These will be recruitment consultancy services for a role/s at
· Chief Executive (1)
· Strategic Director (1) (reporting to Chief Executive) 
· Director (1) (reporting to Strategic Director)

This will form 40% of the evaluation and will be evaluated using the following formula:
Price Score = (100% - ((Tender Price – Lowest Price)/Lowest Price)) x Price Weighting

TENDER SUBMISSION
The contact during the request for quote period is Paul Ewing, Organisational Development and Change Manager pewing@lambeth.gov.uk 
Tenders should be submitted by email to the email address pewing@lambeth.gov.uk by the submission deadline of 5 March 2018.

[bookmark: _Toc506483084]
APPENDIX D – CHIEF OPERATING RECRUITING PROCEDURE
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==
Lambeth

Member-level appointments: recruitment procedure
chief officer posts (mandatory) and deputy chief officer posts (optional)

This procedure is for the recruitment and appointment of Chief Officers and other
designated posts which are designated for member appointment.

1.

The recruitment and appointment of all statutory Chief Officers shall follow
this procedure. The procedure meets the requirements of the Council’s
Constitution (Part 4 Section 6) that the appointment of all statutory Chief
Officers is conducted by members, and follows the Council’'s Equal
Opportunities recruitment and selection policy and procedure. Every
appointment shall be made on merit and in accordance with the Council’s
Equal Opportunity Policy. Chief Officers are designated in the Constitution
under Article 12.01(b).

The procedure shall also be applied to Deputy Chief Officer posts where the
Chief Executive, Council or Appointments Committee decides that the
appointment is conducted by members. These posts are covered by the J&C
conditions of service and are to be included on a list maintained by the
Director of Human Resources (Constitution, Part 4, Section 6, Para. 4.1(c))
on behalf of the CE. Whenever one of these posts falls vacant, a decision
must be taken (by the Chief Executive, Council or Appointments Committee)
whether or not the post is to be subject to member-level appointment. This
process must be documented. Posts below deputy chief officer level may not
be made by members. Appointments to the post of assistants to political
groups are to be conducted in accordance with the wishes of that political

group.

Member-level appointments are undertaken (usually) by an Appointments
Sub-Committee of five members which will be established for each occasion
by Democratic Services.

The Recruitment Process

4.

The Chief Executive and the Director of Human Resources or nominated
representatives will be responsible for implementing this procedure. Once it
has been agreed that a recruitment process of a Chief or Deputy Chief
Officer Post will be conducted by members, the Director, Human Resources
will complete and send a Member Level Appointment Pro Forma to
Democratic Services (DS) so that preparations can be made to organise

Chief Officer Recruitment Procedure (final 05.01.06) (updated 08.09.14)





meetings at the earliest opportunity. DS will only be able to initiate the

Member Level recruitment process with a completed pro forma.

5. Timetable and Key Stages

The standard recruitment process for Chief Officers would take approximately 11
weeks from commencement to completion. An indicative timetable is set out

below:
Figure 1
Week /Day Action | By
W11D5 Decision to recruit D/CO by Member Appointment noted | CE &/or ED/HR
W11D4 Send Democratic Services Member Appointment Pro Forma | HR/DS
W11D3 Review JD/PS and Information Pack. Develop advert HR
details/build webpage/micro site
W11D2 Review JD/PS and Information Pack. Develop advert HR
details/build webpage/micro site
DS to contact party whips to seek membership of sub DS
committee
W11D1 Review JD/PS and Information Pack. Develop advert HR
details/build webpage/ micro site
W10D5 Consultant briefing, finalise Job Description, Person HR
Specification, Information Pack and advert/web page copy
W10D4 DS to confirm membership of Sub Committee DS
W10D3 DS to liaise with Members on meetings dates times DS
W10D2 DS to liaise with Members on meetings dates times DS
W10D1 DS to liaise with Members on meetings dates times DS
W9D5 DS to liaise with Members on meetings dates times DS
W9D4 DS to confirm with HR final timetable DS
W9D3 HR to include dates on job advert to include timetable HR
W9oD2
wWoD1
W8D5 Adverts start date & Executive Search runs parallel HR (Consultants)
W8D4 Adverts appear & Executive Search runs parallel HR (Consultants)
W8D3 Adverts appear & Executive Search runs parallel HR (Consultants)
W8D2 Adverts appear & Executive Search runs parallel HR (Consultants)
w8D1 Adverts appear & Executive Search runs parallel HR (Consultants)
W7D5 Adverts appear & Executive Search runs parallel HR (Consultants)
W7D4 Adverts appear & Executive Search runs parallel HR (Consultants)
W7D3 Adverts appear & Executive Search runs parallel HR (Consultants)
W7D2 Adverts appear & Executive Search runs parallel HR (Consultants)
W7D1 Adverts appear & Executive Search runs parallel HR (Consultants)
W6D5 Advert closing date HR
W6D4
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Week /Day

Action

=3

wWe6D3 Long List collated and dispatched (If post is for CE, this HR (DS if for CE
stage will be decided by Sub Committee) post)
W6D2
we6D1 Long List meeting. CE or ED (or Sub
Committee if
recruiting for CE
post) with HR
W5D5 Dispatch of Long List HR
Ww5D4 Preliminary Interview with Consultants and Technical HR (Consultants)
Assessor.
Informal meeting with CE and the hiring Strategic Director. CE & ED
W5D3 Preliminary Interview with Consultants and Technical HR (Consultants)
Assessor.
Informal meeting with CE and the hiring Strategic Director. CE & ED
W5D2
W5D1 Deadline for Reports and paperwork for meeting 1 (12pm) HR/DS
W4D5
W4D4 Agenda, Papers for Meeting 1 dispatched. DS
W4D3
W4D2
W4D1 Deadline for 2" dispatch (12pm) HR/DS
W3D5 Second Dispatch (If necessary) DS
W3D4
W3D3 Meeting 1 of Sub Committee (Short listing) DS/HR
W3D2
W4D1 Assessment Centre run by consultants. HR (Consultants)
W2D5 Deadline for reports and paperwork for meeting 2m (12pm) | HR/DS
Assessment Centre run by consultants. HR (Consultants)
W2D4 Assessment Centre run by consultants. HR (Consultants)
W2D3 Agenda, papers for Meeting 2 dispatched, including minutes | DS
of Meeting 1
Assessment Centre run by consultants. HR (Consultants)
W2D2 Assessment Centre run by consultants. HR (Consultants)
wW2D1 Assessment Centre run by consultants. HR (Consultants)
W1D5 Deadline for 2" Dispatch HR/DS
W1D4 Second Dispatch if necessary DS
W1D3
W1D2 Date for meeting 2 of Sub Committee (Interviews) DS/HR
W1D1 HR to seek verbal agreement from successful candidate. HR
WO0D5 HR to notify DS of verbal agreement to start “Well Founded | HR

Objection” process with Cabinet Members
Appointment Administration and checks.
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Week /Day Action | By

WO0D4 Appointment Administration and checks. HR
DS to start “Well Founded Objection” process with Cabinet | DS
Members

WO0D3 Appointment Administration and checks. HR
“Well Founded Objection” process with Cabinet Members in | DS
operation

WO0D2 “Well Founded Objection” process with Cabinet Members in | DS
operation

wOD1 Meeting 2 minutes published. DS
“Well Founded Objection” process with Cabinet Members DS/HR
concludes, results provided to HR
Appointment is reported to full Council for information (or DS
decision in respect of the CE)

6. Appointment of Consultants

It has proved necessary in recent years to use consultants to assist in the
recruitment process for posts at this level. This is to ensure that the Council
benefits from both the traditional advertisement route and targeted executive
search and the more difficult to fill posts. Ideally consultants should be selected
as soon as possible to ensure their involvement and understanding of the
Council's requirements at an early stage.

The selection process for consultants will follow the Council’s procurement
procedures. A panel comprising of the Chief Executive or her nominee and the
recruitment manager would make an assessment of the quotes. The decision on
what consultant to appoint should be documented and signed. This should be
retained on the recruitment file held by Human Resources.

7. Job Description

For an existing post the Job Description will be reviewed, for a new post will be
prepared in the Lambeth style by the Chief Executive and nhominee (normally the
Strategic Director concerned, who is responsible for appropriate Member-level
consultation) in consultation with the Recruitment Manager and/or executive
search consultants. Human Resources will then evaluate the post.

8. Person Specification
Similarly the Person Specification will be reviewed or a new one drawn up by the
Chief Executive or her nominee (normally the Strategic Director concerned, who

is responsible for appropriate Member-level consultation) with the Recruitment
Manager and/or executive search consultants.
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Human Resources and Executive Search Consultants in consultation with the
Departmental Communications Manager would draw up a recruitment pack for
applicants. This would include:

Covering letter from the Chief Executive or Strategic Director
Information about Lambeth

The vision for Lambeth

Information about the Council

Information about the Department

Information about the division

Key achievements of the division

Key priorities for division

Structure charts

Job advertisement

Job description

Person specification

Terms and conditions of employment

Employee benefits

Information on how to apply and application form
Closing date and the recruitment timetable

Who to approach for queries

9. Advertising

In consultation with the Recruitment Manager, consultants and Nucleus Media,
our preferred advertising agency, compile an advert.

Decide where and when the adverts will be placed.

Recruitment Services will arrange for adverts to appear on the internal and
external Websites.

10. Methods of Selection

In consultation with consultants and Recruitment Services, decide on the
methods and stages of selection.

This would normally include:
e A preliminary technical interview carried out by the consultants
e Presentations (often combined with the final interview)
e Assessment centres/work sample tests/skills
e Final Panel Interview
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11. Appointment Sub-Committee Meetings

It is usual for two appointments sub-committee meetings to be held (at least four
for the post of CE). Each of these meetings will require a public (part 1)
committee report using the Council’s standard committee template (report to be
cleared by corporate Finance, Legal Services and the appropriate Strategic
Director or Chief Executive). Membership of the Sub Committee will usually
involve 5 Members, with each party group being represented. Also in
attendance, advice will be the provided by the recruiting Strategic Director or CE
(for post of ED), a representative from HR, the clerk and a representative from
the recruitment consultancy.

)] Sub-Committee Meeting 1 (Short listing)
The following will be required:

e A public (part 1) committee report prepared by HR (cleared as
above) setting out public information on the process conducted
so far, the stage now reached and timetable for remainder of
the process

e A confidential (part 2) report from the consultants on their
recommendations for the shortlist, accompanied by:

o) Candidates application forms from the long list

Suggested final interview questions

Suggested final presentation topic

Suggested date and times for interviews.

o O O

The consultants should record reasons for not shortlisting and
provide feedback to candidates.

i) Sub-Committee Meeting 2 (Interview)
The following will be required:

e A public (part 1) committee report prepared by HR (cleared as
above) setting out public information on the process conducted
so far, and the stage now reached

e A confidential (part 2) report from the consultants on their
recommendations for the shortlist, accompanied by:

o Shortlisted candidates application forms
o Candidate reports and test results

o Agreed final interview questions

o Agreed final presentation topic

¢ Final interview questions on Interview assessment forms — to
be supplied by HR (see 14 below).
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e Presentation topic on presentation assessment forms — to be
supplied by HR (see 14 below).

12. Long listing

HR or the recruitment consultants and the Chief Executive or nominee will carry
out long listing except for the appointment of the CE or Interim CE. When the
Council is recruiting for either of these posts, an extra meeting of the sub
committee will take place to determine the long list, and on those occasions, DS
and HR will agree an amended timetable (figure 1) to factor in the extra time
needed to engage Members for the additional meeting.

The results of the longlist should be recorded by the consultants and the notes
given to the HR (Recruitment Services) for record keeping.

Long listed candidates, following their technical interview, should be categorised
by the consultants into one of the following categories for presentation at the
shortlisting meeting:

A) Recommended for shortlisting
B) Worthy of consideration
C) Recommended for rejection

13. References

Once a final shortlist has been agreed it is recommended that the consultants
take up verbal employment references with the candidates’ current or most
recent employer except where consent is withheld.

References should be made available to the Chief Executive or her nominee
prior to the final interview.

Verbal references should include the following:

e Confirmation of post held/dates/salary/principal responsibilities;

e Confirmation of satisfactory attendance/time keeping/conduct;

e An evaluation of the candidate’s performance, strengths and weaknesses,
focusing on key person specification requirements an including an
evaluation of candidate’s financial management and political sensitivity;

e State that there is an 'open files policy’ but that confidentiality will be
respected where references are given in confidence;

e Detailed notes, signed by the person receiving an oral reference, of any
telephone conversations in case of claims of unfair discrimination.
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14. Interview

Recruitment Services will prepare presentation and interview marking forms for
use by panel members and send to DS (1 clear day) before the sub committee
meets for its second interview. The purpose of the forms, and marking system,
should be explained to members by HR.

Deciding who to appoint

Each sub-committee member should assess candidates against person
specification requirements using the following 1-5 rating system.

5 = Excellent

4 = Good — an area of some strength
3 = Competent - acceptable

2 = Some development required

1 = Significant development required

Each sub-committee member should be asked to give a rating for each
candidate (1-5) and then an overall panel rating for each candidate should be
agreed.

e Establish choices in order of preference;

e |If a disabled person is the best person for the post, consider the need for
adaptations to the working environment;

e Record any amended assessments following discussion;

e Record reasons for not appointing any unsuccessful candidate.

All panel member notes and recruiting paperwork should be collated and
returned to the Recruitment Manager for storage and destruction. Files will be
retained for one year from the date of an appointment decision being made.
Following interviews and appointment, the consultants should provide an
interpretation of the assessment results and summary for each candidate. The
Recruitment Manager should retain these.

15. Appointment Administration

1. Contact candidates

The Chief Executive/ Strategic Director should contact the successful
candidate by telephone.

Recruitment Services will prepare the appointment form for confirmation

of appointment and contact successful candidate(s) with provisional offer
letter subject to satisfactory checks.
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Consultants will inform unsuccessful candidates and provide feedback
and reasons for non-selection

i) Recruitment Records (by Recruitment Manager)

e Keep details of decisions at shortlisting and appointment stages and
reasons for rejection;

e Record data for equal opportunities monitoring;

e Keep interview notes sufficient to justify decision;

e Keep recruitment files confidential and retain for six months.

NB: Democratic Services will also archive copies of published or tabled papers
that were used in the sub committee meetings.

iii) Pre-Employment Checks

Standard Pre-Employment checks will be carried out.

16.

Once all clearances have been received Recruitment Services will

Confirm or withdraw confirmation of appointment;

If confirmed, agree start date in consultation with Recruiting Manager and
agree induction arrangements.

Once the appointee has verbally accepted, the Director Human Resources or
nominee will notify Democratic Services who will then advise all Cabinet
Members of the proposed appointment and ask if they have any well-founded
objection to the appointment, allowing three clear days for any such
notification (Constitution, Part 4, Section 6, Para. 4(b)).

In the case of the appointment of the Chief Executive, full Council must
approve the appointment following the recommendation of such appointment
by the Appointments Sub-Committee before an unconditional offer of
employment is made.

House Keeping Responsibilities
Democratic Services will be responsible for:

e All communications with sub committee Members
¢ Organising room bookings and refreshments
e Organise dispatch of all paperwork

HR will be responsible for:

e All communications with candidates
e Financing any costs, including refreshments
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