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Policy Statement
GCM Security Ltd (GCM) recruitment policy seeks at all times to observe and comply with British Standards Institution Publication BS7858. 

GCM recruitment policy states that Company Directors are responsible for recruitment.
Recruitment will predominantly be considered only when demand outstrips supply or it is reasonably predicted.

Short term, one off - type employment will not be utilised.

Instances where emergency cover has to be provided are accepted. These should be an exception as opposed to the norm.

Staffing levels will be reviewed every six months.
Where recruitment is planned to fill a vacancy created by a leaver, approval will normally be granted automatically by the Director(s). 

If a line manager wishes to upgrade a post, or create a new post, justification for this must be presented. The ultimate decision to recruit will be for the Company Directors.
The organisation aims at all times to recruit the person who is most suited to the particular job. Recruitment will be solely on the basis of the applicant's abilities and individual merit as measured against the criteria for the job. Qualifications, experience and skills will be assessed at the level that is relevant to the job.

Before embarking on the process of recruitment, the Company Director must ensure that there is an up-to-date job description for the post and a clearly drafted employee specification. The job description will describe the duties, responsibilities and level of seniority associated with the post, while the employee specification will describe the type of qualifications, training, knowledge, experience, skills, aptitudes and competencies required for effective performance of the job.

Where the job is to be advertised, any advertisement will be composed by the Company Director(s). Line managers may consider and discuss with the Company Director(s) whether or not it is appropriate to post the vacancy in a jobcentre or place it with an approved employment agency or other employment outlet.

The organisation is committed to applying its equal opportunities policy at all stages of recruitment and selection. Shortlisting, interviewing and selection will always be carried out without regard to gender, gender reassignment, sexual orientation, marital or civil partnership status, colour, race, nationality, ethnic or national origins, religion or belief, age, pregnancy or maternity leave or trade union membership.

Any candidate with a disability will not be excluded unless it is clear that the candidate is unable to perform a duty that is intrinsic to the role, having taken into account reasonable adjustments. Reasonable adjustments to the recruitment process will be made to ensure that no applicant is disadvantaged because of his/her disability.

Recruitment interviews will be conducted by the Company Director(s). They may choose to co-opt other persons where appropriate. It will be ensured that questions asked of job applicants are not in any way discriminatory or unnecessarily intrusive. The interview will focus on the needs of the job and skills needed to perform it effectively. A record of every recruitment interview must be made and is to be retained for a suitable period of time. On no account should any job offer be made during or at the end of an interview.

Psychometric testing may be used as part of the recruitment process only with the prior approval of the Company Director. Any test used must have been validated in relation to the job, be free of bias, and be administered and validated by a suitably trained person.

GCM policy states that any successful applicant may be asked to undergo a pre-employment medical examination with a doctor nominated by the company. Any offer of employment will be conditional on the result of this medical examination being satisfactory.
GCM standard practice will be to seek two written references and to ask for documentary proof of identity, qualifications and right to work in the UK from applicants. Any offer of employment will be conditional on these being satisfactory.
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Procedure
· Identify need to recruit and assess job requirements.

· Discuss with Company Director(s)

· Company Director(s) undertake further enquiries as appropriate.
· Identify Recruitment Administrative Officer.

· Produce advertisement (if applicable) and establish timeline for recruitment process.
· Advertise positions as appropriate.

· Provide electronic employment pack to all applicants for completion.

· Shortlist in line with Job description and Employee specification.

· Conduct structured interviews.

· Conditional verbal offer to successful applicant(s)

· Completion of reference and qualification  checks

· Formal offer of employment.
· Successful completion of an appropriate probationary period.

Notes
The procedure may be adjusted to cover for all employment eventualities such as emergency cover and sickness but represents the Standard Operating Procedure of GCM Security Ltd in terms of recruitment.
· GCM will require the following information as part of the application process :
1. Full name, forename and surname/family names

2. Other and/or previous forename(s) and surname/family name(s) used 

3. Aliases used in addition to current or previous name(s)

4. Full address history “from” and “to” dates, for the past 5 years

5. Date of birth

6. NI Number

7. Evidence of right to work in the UK

8. SIA licence and expiry date (if held)

9. UK/EU full driving licence number/expiry date

10. Details of individuals education, employment, self-employment (including career breaks etc).

11. Provide details of two referees, with knowledge of the individual for at least 2 years immediately prior form the date of application, from whom written character reference can be obtained.

12. Referees may  be previous employers but not family, relatives (blood or marriage) or persons residing at the same address.
13. Referees must state in what capacity they know the individual.

14. Details of all cautions or convictions for criminal offences including motoring offences and pending actions, subject to the Rehabilitation of Offenders Act 1974.

15. Details of bankruptcy proceedings and court judgements (including satisfied), financial judgements in Civil Court made against the individual and individual voluntary arrangements with creditors from the previous six years.

16. An acknowledgement that misrepresentation, or failure to disclose material facts, either during application or throughout employment may constitute grounds for withdrawal of an employment offer or termination of employment and/or legal action. 

· Documentation to confirm identity/proof or right to work/residence must be supplied as hardcopy originals. Copies will be retained.
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