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Policy on a page 

Summary & Aim Key Requirements 
To provide managers and employees 
with an overview and understanding of 
the recruitment and selection process 
including all the legal statutory and 
mandatory elements that the board are 
required to implement and follow.  
 
Full step by step guidance on the 
process can be sought on the 
Recruitment support pages in the 
intranet. 

In order for managers to undertake 
recruitment activities they should have a 
• good understanding of the Equality 

Act 2010  
• The advertising and vacancy 

approval routes 
• Fixed term Policy and Secondment 

Policy 
• the employment check standards as 

outlined in this policy.  

Target Audience Previous Names 
• Hiring Managers 
• Candidates applying for vacancies 

• N/A 

  
Equality and Diversity Statement 

NHS Dumfries and Galloway recognise that some communities within society are 
more likely than others to experience discrimination, prejudice and inequalities. 
The Equality Act 2010 specifically recognises the protected characteristics of age, 
disability, sex, race, religion or belief, sexual orientation, gender 
reassignment, pregnancy and maternity, and marriage and civil partnership. 
The Fairer Scotland Duty, also requires NHS Dumfries and Galloway to actively 
consider how socio-economic disadvantage can be reduced when making 
strategic decisions. 
 
The New Armed Forces Covenant Statutory Duty places an expectation on NHS 
Dumfries and Galloway to consciously consider the Armed forces Covenant when 
developing, delivering and reviewing policies and decisions which may impact the 
Armed Forces community and help improve their access to public services. 
 
Consideration on all of the protected characteristics, the Fairer Scotland Duty and 
the Armed Forces Covenant are included within the Equality Impact Assessment 
process and documentation, which must be completed as part of the Policy 
Development Process. 
 
NHS Dumfries and Galloway is committed to promoting and advancing equality, 
removing and reducing discrimination and harassment and fostering good relations 
between people that hold a protected characteristic and those who do not. This 
applies both in the provision of services and as our role as a major employer. NHS 
Dumfries and Galloway believe that all people have the right to be treated with 
dignity and respect and is committed to the elimination of unfair and unlawful 
discrimination practice. 
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1. PURPOSE AND RATIONALE 
 
1.1 The purpose of this policy and associated procedural guidelines sets out NHS 

Dumfries and Galloway’s (hereafter known as “the Board” or NHS Dumfries 
and Galloway) principles in recruiting and selecting new and existing staff in 
order to:  
• Comply with legal requirements and best practice.  
• Provide a consistent and equitable approach to recruitment.  
•  Ensure NHS Dumfries and Galloway employs individuals with the 

necessary skills, qualifications and experience at all levels of the 
organisation to provide the highest possible quality of care to patients and 
clients.  

• Ensure that all those involved with recruitment reflect positively the image 
of the organisation.  

• Ensure that all internal and external candidates have had all pre-
employment checks and contracts completed before commencing 
employment.  

 
2. POLICY AIMS 

 
2.1 The main aim of this policy is to ensure the hiring managers within the Board 

are aware of their statutory and mandatory obligations and duties in relation to 
the recruitment and selection of staff and act as a signpost to more 
comprehensive guidance documents that can be found on the actual 
transaction process of recruiting staff on our staff intranet.  

 
3. POLICY SCOPE 
 
3.1 The policy applies to all directly employed staff and potential staff of NHS 

Dumfries and Galloway irrespective of age, sex, ethnicity, disability, marital or 
civil partnership status, sexual orientation, religion or belief, pregnancy or 
maternity or gender reassignment. 

 
3.2 As part of NHS Dumfries and Galloway’s commitment to promoting equal 

opportunity in employment, NHS Dumfries and Galloway will promote and 
maintain the Disability Confident Scheme Status. All applicants who declare a 
disability and who meet the minimum criteria for the post will be guaranteed a 
job interview.  

 
3.3 Where appropriate reasonable adjustments to the recruitment and Selection 

process, workplace and/or role will be made to support people with disabilities 
to attain and remain in employment. Advice will be sought from Occupational 
Health colleagues when necessary. 

 
4. DEFINITIONS 
 
4.1 ATS – Applicant Tracker 
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5. DUTIES / RESPONSIBILITIES 
 
5.1 Managers Responsibilities  

 
It is the responsibility of the hiring managers to ensure: 
• They are familiar with the policy and procedures  
• Comply with the policy 
• Attend training as necessary 
• Ensure that any of their staff also partaking in the recruitment process 

are aware of and comply with the policy. 
 

5.2 Workforce – Recruitment Responsibilities  
 

The Recruitment Team will be responsible for Agenda for Chage Staff: 
• Overall administering of the recruitment process including issuing and 

sign posting to standard operating procedures  
• The maintaining and housekeeping of the Recruitment Applicant Tracker 

System (ATS) that facilitates recruitment activity 
• Receiving and uploading vacancies and Job Descriptions to Recruitment 

ATS 
• Ensuring vacancies are linked to the correct approval route 
• Publishing the adverts 
• Inviting candidates to interview following Managers Shortlisting 
• Arranging, conducting and recording all pre-employment checks 
• Issuing of offer letters and contract of employment 
• Producing and delivering appropriate recruitment training 
• Producing complete new starter files containing all documentation 

required for retention post start 
• Completing Audits to provide assurance to internal and external 

agencies. 
 
5.3 Medical Staffing Responsibilities 
 

The Medical Staffing Team coordinates all medical recruitment directed by 
Assistant General Managers, General Managers and Clinicians. They will also 
be specifically responsible for: 
 
• All Medical Grade pay calculations 
• All Medical Terms and Conditions 
• Request Royal College Approval and liaise with nominated External 

Advisor 
• Coordinate and facilitate all medical grade interviews 
• Overall administering of the medical recruitment process including 

issuing and sign posting to standard operating procedures  
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• The maintaining and housekeeping of the ATS that facilitates 
recruitment activity 

• Receiving and uploading vacancies and Job Descriptions to the ATS 
• Ensuring vacancies are linked to the correct approval route 
• Publishing the adverts 
• Inviting candidates to interview following Managers shortlisting 
• Arranging, conducting and recording all pre-employment checks 
• Issuing of offer letters and contract of employment 
• Producing and delivering appropriate recruitment training 
• Coordinate new starter information, arrange induction, computer logins 

and notify all relevant individuals and departments of the new member 
staff. 

 
6. PROCESS / PROCEDURES 
 
6.1 Vacancy approval and advertising protocols  
 

The selection process for candidates including Medical staff should always be 
a competitive process, except where a member of staff is being redeployed, 
training or other similar situation. 
 
The route in which that competitive selection process will take place will be 
determined by the type of role identified in the tables below. In order to assist 
managers, the Recruitment and Selection Policy Panel reviewed best practice 
from across the UK to create an easy to read, transparent fair and equitable 
table showing the options available. The table was created to meet all our 
staff groups Terms and Conditions and our Public Sector Duty under the 
Equality Act which ensures we have systems and processes in place in order 
for us to advertise and recruit from a diverse pool of candidates. 
 
Post that are undergoing organisational change should refer to the process in 
the Organisational Change Policy 
 

https://www.msg.scot.nhs.uk/pay
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Table 1:  Vacancy Advertising and Control Route Matrix 
 

Type of role  
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Vacancy Staff control 
form (job train 
approval) 

x x  x x x x 
   

Change Control Form   x     x  x 

Redeployment x x  x  x x  x  

Expression of interest   x x x      
Internal Organisation x x     x  x  
Internal NHS Scotland x x         
External x x         
External Alternative 
platforms  x         

no advertising required.      X  x  x 
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6.2 Definitions – Approval 
 
 Vacancy Control Form: 

A vacancy control form is to be used as per the table above. This form is 
found on the RECRUITMENT pages – Requesting a vacancy.  
 
It is to be sent to dg.recruitment@nhs.scot along with an approved Job 
Description and Person Specification whereby the post will be uploaded onto 
to our Recruitment ATS to seek the necessary level of approval. For medical 
posts, the Vacancy Control Form should be sent to 
dg.medicaldentaladmin@nhs.scot who will follow the same process. 
 
Additional Vacancy control measure can be put in place to meet the needs of 
the organisation. Hiring Managers should always check the recruitment 
pages on the staff intranet for the latest guidance in particular any 
additional financial controls in place 
 
Change control form: 
The change control form allows managers to seek financial approval without 
going via the redeployment and advertising route. 
 
This is usually because there is already someone in post doing the role and 
they are either changing hours, stepping up or extending their fixed term 
contract. 
 
To be used as per the table above. This form can be found on the intranet via 
the recruitment pages Change Control. 

 
6.3 Definitions – Route  
 

Redeployment  
Please refer to the Redeployment Policy for full guidance. 
 
The Board is committed to the exploration of alternative employment and to 
keeping skills and knowledge within the organisation by assisting those who 
have been effected in the following ways: 
• As a result of displacement due to organisational change,  
• Following application of formal processes relating to capability (whether 

due to ill-health or performance),  
• In advance of the non-renewal of a fixed term contract upon expiry, 

consideration will have to be given to exploration of suitable alternative 
employment.  

 
 
 
 
 

mailto:dg.recruitment@nhs.scot
mailto:dg.medicaldentaladmin@nhs.scot
https://workforce.nhs.scot/policies/redeployment-policy-overview/
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Expressions of interest (Internal to the Department /Team): 
This route gives the manager the flexibility to submit a vacancy control form 
via the recruitment team/medical staffing team or a change from depending 
on the type of role (see Matrix 4.1.1) to gain approval but then promote the 
development post /hours to the team via email/TEAMS. 
 
All Team members must be included and a reasonable timeframe given to 
ensure they equally have a chance to read and apply.  
 
If Managers are aware of multiple interests then it is advised that they 
continue to use Recruitment ATS so they have an auditable process to fairly 
shortlist and interview candidates. 
 
Managers should make every effort to contact those on annual leave, 
maternity and sickness to avoid any complaints of unfair process.  
 
Internal / Internal NHS Scotland - (Recruitment ATS): 
Where it is anticipated there are appropriately qualified candidates within the 
board, the post can be advertised internally via the internal Recruitment ATS 
platform. It is the responsibility of the recruiting manager to ensure that all 
candidates who would potentially be interested in the post are made aware of 
the vacancy and given the opportunity to apply. All adverts will be advertised 
internally through the ‘NHS Jobs’ website. Links to this site can be found on 
the intranet. 
 
External - (National NHS Scotland Jobs board linked to our Recruitment ATS): 
As part of our public sector duty to attract a wide and diverse pool of 
candidates to work within our organisation, we should endeavour to 
recruitment from outside the organisation particularly for all our hard to fill 
posts. 
 
Applying externally not only attracts new skills and talent to the organisation 
but also helps us positively promote our organisation as a great place to work. 
 
External – Alternative platforms: 
Advertising on alternative platforms may include professional publications, 
partner or educational websites or social media platforms. Most will include an 
additional cost however some educational sites or social media may be free. 
Although some may be free to use there are still resource implications (time) 
The Workforce teams will ensure that all hard to fill posts identified on the 
SCF are advertised on social media and work with recruiting managers to look 
at specific advertising campaigns. 
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6.4 Definitions - Type of role 
 

Hard to fill  
These are posts that have either had historic issues of being advertised 
multiple times with limited success or there is extensive evidence to support a 
shortage of skills in this area. These posts usually fall into the following job 
families: 
• Nursing and Midwifery 
• Medical and Dental 
• Allied Health Professionals 
• Finance roles 

 
Additional Hours: 
Additional hours do not need to go through the full advertising pathway (see 
table above) if they relate to: 
a) A small number of hours per week where it has proven difficult in the 

past to recruit to, up to not including 15 hours per week. 15hrs plus 
needs to be advertised as a post. 
 

b) Where there are a small number of hours released, for example 
through granting of a request for flexible working, it may be most 
appropriate for those hours to be offered to existing members of a 
team/department where there are part-time staff who may be best 
placed i.e. qualified and willing to pick them up on a substantive basis. 

 
Permanent  
This is a role that is offered with no end date (unless Right to work in the UK 
status changes). 
 
Managers should always, where possible, aim to recruit to permanent roles 
unless the post meets the criteria of fixed term roles (below) 
 
Permanent roles’ are more attractive to prospective applicants and therefore 
attracts a wider pool of skills and experience. 

 
Fixed term  
This role should only be used for covering the following reasons in line with 
the Once for Scotland Fixed Term Policy 
 
• Protecting posts for staff due to organisational change (e.g. 

restructuring or redesign of services); 
• Covering leave (e.g. sickness absence; maternity leave; study leave; 

special or other leave);  
• Project or research posts;  
• Posts which are not funded on a recurring basis; or  
• Backfill for short-term secondment. 

https://workforce.nhs.scot/policies/fixed-term-contract-policy-overview/
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• Junior doctor rota gaps 
 
*Only when an employee meets all the criteria outlined in 4.2 of the Fixed 
term Contracts Policy can managers bypass the vacancy control process and 
proceed via the change control route. 
 
Development post  
A development post is one where either: 
 
• Additional funding has been given to develop an existing member of 

staff into a higher grade for a short period of time*. (So this would 
mean no funding to advertise a full post)  
 

• For a short period of time* a post is created within the team to develop 
skills at current level. 

 
The post holder should have evidence before applying of it being in their PDP 
or appraisal or documented discussion with their manager and should have 
the opportunity to learn new skills perhaps in management or additional duties 
to what they currently do in order to help them progress in their career whilst 
still benefiting the team.  
 
*A short period of time should be in line with the temporary move to higher 
post guidance 
 
Temporary movement to a Higher Pay Band 
Often referred to as Stepping up or Acting up (Reference 6.32 of Agenda for 
change Terms & Conditions): 
• Individuals may be moved into a higher pay band where it is necessary 

to fill a post on a temporary basis when a vacancy is unfilled but being 
Part 2: Pay Section 6: Career and pay progression NHS terms and 
conditions of service handbook The NHS Staff Council advertised, or 
the post is being held open for someone who is due to return, e.g. from 
long-term sickness absence, maternity leave, or from extended 
training. 
 

• Pay should be set either at the minimum of the new pay band or, if this 
would result in no pay increase (by reference to basic pay plus any 
recruitment and retention premium, if applicable) the first pay point in 
the band which would deliver an increase in pay.  

 
• Temporary movement into a new pay band should not normally last 

more than six months or less than one month, except in instances of 
maternity leave or long-term sickness absence, where a longer period 
may be known at the outset. In circumstances where the individual is 
not required to carry out the full responsibilities of the post, pay will be 
determined by job evaluation.  

https://www.msg.scot.nhs.uk/wp-content/uploads/Agenda-for-Change-Handbook-Master-Scottish-Copy-10-March-2020.pdf
https://www.msg.scot.nhs.uk/wp-content/uploads/Agenda-for-Change-Handbook-Master-Scottish-Copy-10-March-2020.pdf
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• Where temporary movement into a higher pay band results in only one 

extra pay point the incremental date remains the same. Where 
temporary movement results in more than one extra pay point the 
incremental date for the period of the temporary movement becomes 
the date the movement began. 

 
• In any of the above circumstances, the JD must have been job 

matched prior to any agreement to change the staff member’s role.  
This is not a permanent rebanding situation 

 
Secondment 
Please refer to the Once for Scotland Secondment Policy  
 
Secondment opportunities may arise through a variety of circumstances. The 
most obvious of these should be identification of a job requiring to be done 
and should be advertised by the normal recruitment method. Individuals may 
also identify through appraisal and review their development needs. 
 
• In these circumstances individual secondment arrangements will apply; 
• Arrangements for accessing secondment should take account of the 

following points; 
• Clear reasons identified for secondment 
• Clear arrangements for start and finish dates 
• Training requirements and training needs during and following a period 

of secondment 
• Replacement costs 
• Statutory obligations 
• Appraisal arrangements 
• What the benefits are 
• Monitoring arrangements for this should be clearly documented by 

relevant manager within the secondment contract 
• To consider all secondment requests and only refuse a request if there 

are clear, demonstrable business reasons why it is not practicable. 
• Reasons for refusal should be communicated to the employee in 

writing and a record of refusal and its reasons sent to the coordinator 
 
6.5 Job Descriptions (JD) and Person Specifications (PS) 
 
 These must be set out using the Boards template found on Beacon. The 

recruitment and Workforce sustainability team will work on transferring them on 
to the new look templates particularly for those posts that fall into our hard to fill 
category.  

 
 

https://workforce.nhs.scot/policies/secondment-policy-overview/
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 All Medical Consultant JD’s are required to be reviewed by an external Advisor 
from the relevant Royal College and submitted for review within their strict time 
frame. This process is managed by the medical staffing team who will advice 
on the latest time scales.  

 
6.6 Job Evaluation 
 
 Any changes to existing JD & PS or creation of new JD&PS must be sent to the 

Job evaluation panel prior to advertising. dgagenda.forchange@nhs.scot 
 
6.7 Advertising 
 
 The recruitment team will monitor adverts for inaccuracies and to ensure they 

are compliant with Equality legislation and best practice. 
 
 There is no legal minimum period in which a Job advert should be advertised 

however we advise for best practice posts should not be advertised for less 
than 3 days. Hiring Managers should consider past recruitment drives and if 
they have attracted a high number of candidates it is advisable to do no more 
than a week. For recruitment drives particularly clinical posts that have been 
hard to fill we would advise a minimum of 2 weeks advertising period to ensure 
candidates working shifts have the time to apply.  

  
 For large scale recruitment campaigns or for additional activity needed for our 

hard to fill posts Managers can contact the recruitment team directly who will 
be able to discuss other options such as recruitment fairs, open days and 
bespoke campaigns. 

  
 Managers should use the Matrix in 4.1.1 to understand the route their vacancy 

will take. 
 
6.8 Application Forms 
 
 All candidates will use the standard application forms that are used in the ATS 

the national recruitment system. CV’s are not to be accepted unless via an 
agent approved by the board or approved by the Workforce Director for Senior 
and Exec recruitment. Application forms are anonymised until shortlisting has 
been finalised to ensure the selection process is not prejudiced against any 
personal or monitoring information supplied by the candidate. 

 
6.9 Reviewing and Shortlisting 
 
 Hiring Managers should recruit the best person for the role based on their skills, 

experience, aptitude and values to be able to do the job and be an effective part 
of the team. Selection is a holistic approach made up of shortlisting, interview 
and pre employment checks. 

mailto:dgagenda.forchange@nhs.scot
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 Reviewing the applications and making a final shortlisted selection is 
undertaken by the hiring manager and best practice would be one other 
colleague. Managers are encouraged to start the reviewing process as soon as 
the vacancy is open in order to speed up the process, particularly where there 
are a high number of applicants.  

  
 Where a post attracts a large number of applicants that meets all of the 

essential and desirable criteria managers are only required to see the 
candidates that scored the highest and turn the status of the other candidates 
into reserve. There is no maximum or minimum number of candidates you 
should shortlist or see for interview however managers should bear in mind 
dropout rates. 

  
 Hiring Managers should be aware of their duties in relation to shortlisting 

applicants who have applied under the Disability Confident Scheme. It is their 
responsibility, where the applicant meets the minimum criteria set out in the 
person specification and Job description that they are guaranteed an interview. 
Managers will be able to identify applications in the system via an additional 
disability confident symbol. If you are not sure the recruitment team will advise. 

   
6.10 Interview Arrangements 
 
 Interview arrangements for AFC staff are carried out by the hiring manager or 

their admin teams who can be given access to set up interview slots. Interview 
arrangements for all medical posts will be organised by the medical staffing 
team due to the complexity of the panel and invitations for external advisors.  

 
 It is advised that interviews schedules are set up within the recruitment system 

within 2 days of finalising Shortlisting and interviews should be held no later 
than 2 weeks from Shortlisting complete to ensure candidates are not lost.  

  
 Candidates applying with a disability must be allowed reasonable adjustments 

so please consider this when setting up interview rooms. The Board 
acknowledges that neurodivergent candidates may process information or 
communicate differently, and traditional interviews can create unintended 
disadvantage. Hiring managers should consider reasonable adjustments such 
as providing interview questions in advance, offering alternative assessment 
methods, reducing sensory distractions, and avoiding assumptions based on 
eye contact or body language, in line with current ACAS and Equality Act 
guidance. 

 
6.11 The Interview 
 
 Interview panels must have a minimum of two people on the panel, one being 

the hiring manager. For more senior and medical posts the panel make up may 
be more complex. The recruitment team or Medical staffing will follow national 
guidance to ensure the right size panel is set up.  
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 Where possible, at least one panel member should complete the Cultural 

humility training in Turas that supports individuals and managers to think about 
making a more inclusive workplace Cultural humility | Turas | Learn  

 
To avoid Nepotism, which is the practice of hiring managers favouring 
relatives and friends in the recruitment process, panel members should stand 
down for the panel and identify a suitable alternative manager therefore 
ensuring a fair and transparent selection is given.   
 
If nepotism is suspected, individuals can raise concerns either directly to HR 
or in confidence via the Confidential Contact details of which can be found on 
the whistleblowing pages on the staff intranet and be assured that the Health 
Board will take allegations seriously. 

 
 It is a mandatory requirement for hiring managers to contact all candidates 

following their interview and give feedback as to their success or not. 
 
6.12 Selection of Candidates requiring Sponsorship 
 
 NHS Dumfries and Galloway is a category A approved sponsor and therefore 

is eligible to offer employment to an international or EU skilled workers if they 
are successful in interview and meet the current eligibility to apply for the role.  

 
 As salary thresholds and occupational codes are subject to change year on 

year it is advised that applicants check their eligibility for the role on the 
following link https://www.gov.uk/health-care-worker-visa and this will be 
communicated on all our posts at advert stage.  

 
 The recruitment and medical staffing teams will support hiring managers to 

understand if the vacancy is eligible to apply sponsorship. 
 
6.13 Conditional Offer and Checks 
 
 Hiring managers are to notify recruitment via the Recruitment ATS system of 

their successful candidate(s). The recruitment team will endeavour to produce 
and send to the candidate an offer that is conditional to clearance of pre-
employment checks, within 48 hours however this may take longer in peak 
periods.  

 
 All candidates internal and external to the organisation are subject to the 

following pre-employment checks  
• Entitlement to work in the UK check 
• Verification of Identity  
• Disclosure of Criminal convictions check 
• Reference check  

https://learn.nes.nhs.scot/72557
https://www.gov.uk/health-care-worker-visa
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• Qualification/Language/Professional registration checks where 
applicable 

• Pre- placement Health clearance  
• Performers check (GP only) 

 
The checks are a combination of statutory and mandatory checks that comply 
with the following legal and safer standards  

• Once for Scotland Employment Check Policy  
• Immigration Act 2020 (and 2016) 
• Rehabilitation of Offenders Act 1974 (Exclusions and exemptions) 

(Scotland) Order 2013 
• Police Act 1997 (disclosure checks) 
• Protection of Vulnerable groups (Scotland) Act 2007 
• Disclosure Act 2020  

 
 NHS Dumfries and Galloway take the submission of false documentation 

seriously across any of the above checks or application and will refer 
candidates and employees found to be falsifying identity, criminal records 
history, experience or qualifications to our Counter Fraud Services. End 
outcomes can result in a criminal investigation, disciplinary action, and 
financial recovery, reporting safeguarding authorities or professional 
authorities and termination of work or offer of employment. 

  
6.14 Entitlement to work in the UK and Identification Checks 
 
 All identification and right to work in the UK documentation will be checked, 

signed and dated by the recruitment for the successful candidate however all 
hiring managers should ask candidates to bring a piece of ID to hold up to 
check identity and ensure the right candidate is present at interview. Should a 
candidate be out of area then managers should if possible check, copy, sign 
and date right to work and identity documents at interview to avoid candidates 
coming back for an in person appointment with recruitment.  

 
All identification will be retained on personnel files for the duration of 
employment and for the retaining period following employment. 
 

 Candidates starting with additional right to work requirements such as those 
on sponsorship either with us or another employer or other non sponsored 
visas will be required to provide share codes with the recruitment or medical 
staffing team to evidence their right to work in the UK. 

 
 Where restrictions are cited, such as maximum 20hours per week for students 

and individuals doing supplementary work with us and being sponsored 
elsewhere recruitment and medical staffing will inform the relevant teams to 
ensure those caps are put in place and monitored.  

 

https://workforce.nhs.scot/policies/employment-checks-policy-overview/
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Hiring Managers can find out more information and support via the 
Recruitment Services intranet pages on supporting staff and their reporting 
duties for staff who temporary right to work in place. 
 

6.15 Disclosure of Criminal Convictions 
 
 All candidates applying for roles both internal and external will be expected to 

declare any unspent criminal convictions on their application form. 
 
 Dependent on the post, further criminal record checks are carried out on each 

successful applicant at the appropriate level. These checks are designed to 
prevent unsuitable people entering the NHS workforce and gaining access to 
vulnerable groups.  

  
New legislation in the Disclosure Scotland Act (2020) came into force on the 
1st April 2025. They key changes implemented are:  
• New disclosure levels that replaces previous Basic, Standard, 

Enhanced and PVG scheme checks with a more simplified Level 1, 
Level 2 or Level 2-PVG check. 

• The concept of “regulated work” has been replaced with “regulated 
roles”. This allows positions where they have power and influence and 
access to protected adults or children to be included.  

• The PVG scheme is now mandatory and a legal requirement to be in 
place before the individual can start work.  

 
Hiring Managers should always check with recruitment to understand if the 
role they are recruiting to is now subject to a higher level of check.  

  
 In circumstances where a Disclosure Scotland or PVG check is required for a 

post and where applicants are from overseas or have lived and worked 
outside the UK for more that 12 consecutive months in the preceding 5 years, 
criminal record checks should additionally be undertaken in line with the 
relevant country’s justice system. 

 
Further information on Disclosure/PVG can be accessed in the Disclosure 
Policy and via the Disclosure Scotland website 
https://www.mygov.scot/disclosure-types/ 

 
6.16 References 
 
 Previous employment/training history must be checked by securing 

satisfactory references from previous employers or education providers. 
 
 
 
 

https://www.mygov.scot/disclosure-types/
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References must have minimum factual information such as confirmation of 
dates of employment, reason for leaving and reference to any disciplinary 
action however it is not obligatory for an organisation to return more 
subjective information such as performance and the recruitment team will 
cross check employment history with referees supplied to ensure additional 
references are provided if needed.  

  
 References for candidates joining the NHS for the first time must provide 3 

years’ worth of recent, continuous, employment history and appropriate level 
referee details for each employer/training provider. Where an individual has 
been with one employer for three years or more, one reference may be 
sufficient. Candidates transferring internally will only need to supply one 
reference.  

 
 References must be sought from a bona fide company email address and 

where that is not supplied the recruitment team will conduct further 
investigation into the validity of the referee and company.  

 
6.17 Professional Registration and Qualifications 
 
 For all posts for which registration with a specific statutory regulatory body is a 

requirement, evidence of professional registration must be verified prior to 
starting a post or placement. Medical staff will also be checked for evidence 
they have a licence to practice. Registration checks are undertaken by the 
recruitment and medical staffing teams prior to employment directly with the 
relevant body.  

  
  The board has mechanisms in place to monitor the compliance of registered 

staff post recruitment.  
 
 For all posts for which a specific qualification is a requirement, evidence of the 

necessary qualification should be verified.  Where original documentation 
cannot be provided the Board has discretion to take proportionate action. 

 
6.18 Pre- placement Health Clearance 
 

All candidates require health clearance undertaken by Occupational Health 
prior to commencing employment or moving post within NHS Dumfries and 
Galloway. A health questionnaire with managers risk assessment information 
is completed. Once Occupational Health receives and screens, an 
appointment will be arranged as required. 
 
A record of the successful candidate(s) fitness will be kept in their personnel 
file for the duration of their employment. This record will state fitness status, 
the health clearance status (i.e. no patient contact, standard clearance, 
additional clearance for staff who may carry out Exposure Prone Procedures), 
and any recommended workplace accommodations or adjustment required. 
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It will not include any detailed health information without the consent of the 
candidate. 
 
A decision not to appoint based on health information should only be made if 
Occupational health advise the individual will not be able to carry out the tasks 
required or not be able to carry them out without risk to themselves or 
others. On rare occasions management may be unable to accommodate the 
recommendations or workplace adjustments made by Occupational Health. 
Ultimately this would be a decision for management. 

  
6.19 Unconditional Offer and Contract of Employment 
 
 An unconditional offer will be made in writing following receipt of satisfactory 

pre-employment checks. All employees are entitled by law to their written 
statement of particulars (Contracts) prior to starting work.  

 
 Hiring managers must be aware of this when issuing start dates ensuring the 

recruitment team are given the start date in a timely manner to ensure 
production of the contract or changes are input and approved in eESS prior to 
start.  

 
 Contracts outlining an employee’s terms and conditions are only issued once 

at the start of the employment with the board. Internal employees can access 
changes to their particulars in eESS self-service portal.  

 
6.20 Induction 
 
 As part of the Mandatory Training policy all new staff and existing staff who 

have changed roles significantly must complete an Induction within their first 
week. The overall purpose of the induction is to welcome new employees 
regardless of their banding, job role or contract type to the Board and to ensure 
that staff are compliant with mandatory learning and development before 
working within the service. It is an opportunity for new staff to network, learn 
more about the culture and values of our organisation, learn some basic 
information on where to find information, how to act whilst on site and to ensure 
staff are compliant in all their core and role mandatory training.  

 
 NHS Dumfries and Galloway Induction can take upto one week to complete 

depending on a member of staff’s role. The content of the induction is updated 
regularly to meet the needs of the organisation and attendance is mandatory. 

 
 As well as a corporate induction for new starters we also expect managers to 

conduct a local induction that gives more department specific information and 
welcome to the team.  
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7. CONSULTATION 
 
7.1 Consultation was held with the following stakeholder and review group  

• Equality & Diversity Lead,  
• RCN Representative,  
• Mental Health Representative, 
• Medical Staffing Manager,  
• Acute & Diagnostic Services Admin,  
• HR Advisor,  
• Occupational Health,  
• Learning and Development Lead 
• Recruitment Team Lead  
• Ethnic Minority Network  

 
8. TRAINING AND SUPPORT 
 
8.1 Various face to face training sessions is offered to hiring managers and teams 

supporting recruitment activities. The training covers all stages of the 
recruitment process and is provided by the recruitment team. 

 
9. MONITORING 
 
9.1 The monitoring arrangements for this Policy are set out in the table below. 
 
Element to be 

monitored 
Monitoring 

Methodology 
Reporting 

Presented by Committee Frequency 
All of the 
policy that is 
effected by 
legislation 
change and 
best industry 
practice 

Review every 
3 years or as 
and when 
needed when 
changes 
driven by law 

Victoria 
McDade 

Staff 
Governance 

Annually 

 
10. EQUALITY IMPACT ASSESSMENT 
 
10.1 The Board is committed to equality and diversity in respect of the nine protected 

characteristics; these are, age disability, gender, race, religion/belief gender 
reassignment, pregnancy and maternity related and marriage and civil 
partnership.  The board also encourages their managers to utilise best practice 
advice and guidance from the Minority Ethnic Recruitment Toolkit published by 
Scottish Government and designed to support organisations recruit from ethnic 
minority communities. 

 
10.2 An Equality and Diversity Impact Assessment has been carried out on this 

Policy. 

https://www.gov.scot/publications/minority-ethnic-recruitment-toolkit/pages/1/


BOARD PUBLIC 

Page 22 of 24 
Title: Recruitment and Selection Policy 
Date: April 2026 
Version: 4.0 
Lead Author: Workforce Sustainability Manager 
 

The only current version of this policy is on the intranet 

 
11. DATA PROTECTION AND CONFIDENTIALITY IMPACT ASSESSMENT 

 
11.1 Your Personal Data 
 

All personal data processed by NHS Dumfries and Galloway for the purpose 
of your employment is performed in line with our Data Protection Notice. This 
is available at 
http://www.nhsdg.scot.nhs.uk/Departments_and_Services/Data_Protecti
on_Notice 

  

http://www.nhsdg.scot.nhs.uk/Departments_and_Services/Data_Protection_Notice
http://www.nhsdg.scot.nhs.uk/Departments_and_Services/Data_Protection_Notice
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12. DOCUMENT CONTROL SHEET  
 
12.1 Document Amendment History 
Version Section(s) Reason for update 
1  Reasons unknown as no previous record of amendments 

found. Previous version last updated in 2009 
2 2 + EIA  New EIA and statement about Equality  
3 1,2,3,4,5,6,7,8 Updated policy to reflect new template and create a more 

visible, transparent and easy to read section on  
4  .1 matrix  

Throughout 
 
 
4.1.4 
4.3 
4.8 
 
4.9 
 
4.10.2 
4.10.3 
 
4.10.5 
4.12 
 
7 
8 

• To reflect redeployment team see posts identified as 
redeployment 

• Change of system names such as Jobtrain and sysman to 
Applicant tracker system (ATS) and IT system to avoid 
any changes of systems in the future 

• Link to new fixed term policy 
• Change to interview panel in relation to nepotism following 

review via a SLWG June 24 
• Added in wording to advice at least one panel member 

should have completed the cultural humility training 
• Update guidance to reflect changed to immigration rules 
• Update of section to reflect the changes to Disclosure Act 

2020  
• Update to references on recruitment team duty if not a 

bona fide email 
• Updated wording from OH team in relation to process 
• Update to induction section to reflect changes in process 
• Additional wording to support neurodivergent candidates  
• New training section 

 
12.2 Distribution 
Name Responsibility Version number 
Place on policy register Workforce Sustainability 

Manager 
4 

APF Included within the APF 
Minutes 

4 

Intranet Workforce sustainability 
Manager 

4 

Management Team 
Discussion 

Management Teams 4 

 
12.3 Associated documents  

There are guidance pages on the intranet for hiring Managers to follow that 
outlines each step of the recruitment process with links to how to guides on 
some of the more transactional parts of recruiting such as Shortlisting and 
interview arrangements.  They can also contact the recruitment team directly to 
request training. 
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• Consultants Terms and Conditions of Pay 

https://www.msg.scot.nhs.uk/pay/medical/consultants 
 
• Agenda for change Terms and Conditions 

https://www.msg.scot.nhs.uk/pay/agenda-for-change 
 
• Skilled workers – non EEA and EEA international candidates guidance 

https://www.gov.uk/guidance/recruiting-people-from-outside-the-uk 
 
• NHS Appointment of Consultants (Scotland) 2009 

https://www.sehd.scot.nhs.uk/mels/CEL2009_25.pdf 
 
• NHS Scotland National Guidance for use of Recruitment ATS           

https://www.eess.nhs.scot/hmss/  
 

Policies 
• Organisational Change Policy  

 
• Secondment Policy 

 
• Fixed Term Contract 

 
• Employment Checks Policy 

 
• Redeployment Policy  

 
12.4 Action Plan for Implementation 

Action Lead Officer Timeframe 
Amendments documented in the 
Workforce Directorate Paper and 
Distributed to Management Teams 
 

Workforce 
Sustainability 
Manager 

March 2027 

Training needs identified by Managers 
addressed as they arise. 
 

HR / Recruitment 
Team 

Ongoing 

 

https://www.msg.scot.nhs.uk/pay/medical/consultants
https://www.msg.scot.nhs.uk/pay/agenda-for-change
https://www.gov.uk/guidance/recruiting-people-from-outside-the-uk
https://www.sehd.scot.nhs.uk/mels/CEL2009_25.pdf
https://www.eess.nhs.scot/hmss/
https://www.nhsdg.co.uk/wp-content/uploads/2019/07/Organisational_Change_Policy_.pdf
https://workforce.nhs.scot/policies/secondment-policy-overview/
https://workforce.nhs.scot/policies/employment-checks-policy-overview/
https://workforce.nhs.scot/policies/employment-checks-policy-overview/
https://workforce.nhs.scot/policies/redeployment-policy-overview/
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