HCC Recruitment Process and Policy


HITCHIN CHRISTIAN CENTRE
 Hitchin Christian Centre' Recruitment Policy 

· Hitchin Christian Centre is committed to the fair treatment of its staff, potential staff or users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, physical/ mental disability or offending background. 

· We actively promote equality of opportunity for all with the right mix of talent, skills, and potential and welcome applications from a wide range of candidates. We select all candidates for interview based on their skills, qualifications, and experience. 

· We expect that all successful applicants will be in sympathy with the aims and objectives of the organisation and its basis of faith. (Appendix 1). 

· Hitchin Christian Centre is a Christian church with a mission to reach all people with the truth and love of God (Appendix 1). As such there are some roles within the organisation where there is a genuine occupational requirement (GOR) for the role to be filled by a committed Christian. 

· Where there is a GOR this will be identified in the application pack together with the reasons for this requirement. For such roles only a committed Christian would be considered. 

Policy with regard to the recruitment of Ex-Offenders 
· As an organisation using the Criminal Records Bureau (CRB) Disclosure service to assess applicants’ suitability for positions of trust, Hitchin Christian Centre complies fully with the CRB Code of Practice and undertakes to treat all applicants for positions fairly. It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed. 

· A Disclosure is only requested after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned (see* below). For those positions where a Disclosure is required, all application forms, job adverts and recruitment briefs will contain a statement that a Disclosure will be requested in the event of the individual being offered the position. 

· Where a Disclosure is to form part of the recruitment process, we encourage all applicants called for interview to provide details of their criminal record at an early stage in the application process. 

· We request that this information is sent under separate, confidential, cover to the Senior Pastor and we guarantee that this information is only seen by those who need to see it as part of the recruitment process. 

· Because the nature of the work for which you are applying (see* below), this position is exempt from the provisions of Section 4 (ii) of the Rehabilitation of Offenders Act 1974 (Exemption Orders 1975) and allows Hitchin Christian Centre to ask questions about your entire criminal record as defined in the Rehabilitation of Offenders Act 1974. 

· We ensure that all those in Hitchin Christian Centre who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences. We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974. 

· At interview, or in a separate discussion, we ensure that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position. Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment. 

· We make every subject of a CRB Disclosure aware of the existence of the CRB Code of Practice and make a copy available on request. 

· We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment. 

· Having a criminal record will not necessarily bar you from working with us. This will depend on the nature of the position and the circumstances and background of your offences. 

* All our volunteer staff and the majority of our paid staff are likely to be working with children and young people, therefore in such cases an Enhanced Disclosure will be needed. 

PLEASE NOTE 
If you have any special needs in relation to the recruitment process, please notify the Senior Pastor. 
Hitchin Christian Centre Recruitment Process 
· All applicants are sent an application pack containing the Job Description, Person Specification, GOR for the role (if necessary), Application Form, Disclosure of Criminal Records, and Recruitment Policy and Process. 

· All applications are usually acknowledged within a week of receipt. 

· All applications are submitted to a short listing panel and applicants are informed by letter of the outcome. 

· Successful applicants are invited for a first interview. These normally take place within three to four weeks of the closing date for applications. These interviews are most likely to take place at Hitchin Christian Centre.
· For most roles a second interview is also conducted. For Director or Senior roles this usually takes the form of an Assessment Centre which could last a day, or more

· As part of the selection process a presentation or test related to the role is normally required. The candidate will be informed of the nature of this when they are invited for interview. 

· The Assessment Centre is a series of tasks: role play, presentation, team exercise, written exercise which explore the person’s abilities in relation to the specific role. 

· Where there is a Genuine Occupational Requirement your faith will be examined through questions on the application form, to referees and at interview. 

· Successful candidates are normally telephoned once a decision has been made on their suitability for the role. This is normally within two to three days of the interview. The exact timescale is normally given by the interview panel. 

· Unsuccessful candidates are either notified by letter or telephone call. An opportunity for interview feedback is always given. This is normally within a week of the interview. The exact timescale being given by the interview panel. 

· In line with the Section 8 of the Asylum and Immigration Act 1996 and the Immigration (Restriction on Employment) Order 2004, you will need to prove that you are permitted to work in the UK. A list of the relevant documents you should produce are given in Appendix 2. Any employment offer is made subject to these checks. 

· For successful candidates the verbal offer of employment will be followed up by a letter with the offer of employment. This offer will be made subject to references. The employer’s reference is taken up at this stage. If the role will involve substantial contact with young people and/or children a CRB disclosure will also be required. 

Appendix 1 
BASIS OF FAITH 
We Believe

1. In the verbal inspiration of the Bible. The entire Bible is written under the inspiration of God (2 Timothy 3:16).

2. In one God eternally existing in three persons, namely, the Father, Son and Holy Ghost (Matthew 28:19-20).

3. That Jesus Christ is the only begotten Son of the Father, conceived of the Holy Ghost and born of the Virgin Mary. That Jesus was crucified, buried and raised from the dead. That He ascended to heaven and is today at the right hand of the Father as the intercessor (The Gospels).

4. That all have sinned and come short of the glory of God and that repentance is commanded of God for all and necessary for forgiveness of sins (Romans 3:23).

5. That justification, regeneration and the new birth are wrought by faith in the blood of Jesus Christ. Justice from God through Jesus (Romans 5:1).

6. In sanctification subsequent to the new birth, through faith in the blood of Christ; through the Word, and by the Holy Ghost. Through the death of Jesus we become spotless before God (Hebrews 13:12).

7. Holiness to be God’s standard of living for his people. To live like Jesus (Hebrews 12:14).

8. In the baptism with the Holy Ghost subsequent to a clean heart. Receiving the fullness of the Holy Spirit (Matthew 3:11; Acts 1:4-8).

9. In speaking with other tongues as the Spirit gives utterance and that it is the initial evidence of the baptism of the Holy Ghost (Acts 2:4; 10:44-46).

10. In water baptism by immersion and all who repent should be baptised in the name of the Father and of the Son and of the Holy Ghost (Matthew 28:19).

11. Divine healing is provided for all in the atonement (Psalm 103:3; Matthew 8:17).

12. In the Lord’s Supper and washing of the saints’ feet. Holy Communion – rededication of our service to the Lord and each other. Communion (Luke 22:17-20). Foot washing (John 13:4-17).

13. In the premillennial second coming of Jesus. First to resurrect the righteous dead and to catch away the living saints to him in the air. Second to reign on the earth a thousand years (I Thessalonians 4:15-17; Jude 14-15; Rev.20:4-6).

14. In the bodily resurrection, eternal life for the righteous and eternal punishment for the wicked. (1 John 5:11-13; Rev.20:10-15).

. 

HITCHIN CHRISTIAN CENTRE’ ETHOS STATEMENT 
Hitchin Christian Centre believes that our ethos emerges from a desire and motivation to teach all people about the Lord Jesus Christ as presented in the Bible with a view to developing a personal faith in Christ and an effective Christian life of service (as outlined in our Constitutional objectives supported by the Basis of Faith). 

As this attitude and motivation come only from a relationship with Christ, it becomes a genuine occupational requirement that many of our staff are committed Christians. 
Roles that have significant leadership, or that are central to fulfilling our aims and purposes or developing and maintaining our Christian ethos, will always be held by committed Christians. 
There are other roles that have key spiritual elements to them that can only be carried out by a committed Christian. 
It is also essential that these attitudes and behaviours continue, and so we expect all our staff to act in good faith and with loyalty to that relational ethos and to Christian standards of traditional biblical behaviour. Failure to do so may result in disciplinary action. 

Notwithstanding this, the organisation is committed to diversity amongst its staff, and volunteers and will not discriminate on other grounds that are unrelated to our ethos. We believe that defining our occupational requirements does not restrict, but actually enhances our commitment to diversity. 

APPENDIX 2 
DOCUMENTS WHICH GIVE EVIDENCE OF LEAVE TO WORK IN THE UK 
List 1 
Any one of these documents: 

a. A passport showing that the holder is a British citizen, or has a right of abode in the United Kingdom. 

b. A document showing that the holder is a national of a European Economic Area country or Switzerland. This must be a national passport or national identity card. 

c. A residence permit issued by the Home Office to a national from a European Economic Area country or Switzerland. 

d. A passport or other document issued by the Home Office which has an endorsement stating that the holder has a current right of residence in the UK as the family member of a national from a European Economic Area country or Switzerland who is resident in the UK. 

e. A passport or other travel document endorsed to show that the holder can stay indefinitely in the UK , or has no time limit to their stay. 

f. A passport or other travel document endorsed to show that the holder can stay in the UK, and that this endorsement allows the holder to do the type of work you are offering if they do not have a work permit. 

g. An Application Registration Card issued by the Home Office to an asylum seeker stating that the holder is permitted to take employment. 

If you have one of the above you do not need to produce any other document. 
List 2 
EITHER 
A document giving the person’s permanent National Insurance Number and name. This could be a: P45, P60, National Insurance Card, or a letter from a Government agency. 
If you produce this document we will also need to see one of the following: 

a. A full birth certificate issued in the United Kingdom, which includes the names of the holder’s parents: OR 

b. A birth certificate issued in the Channel Islands, the Isle of Man or Ireland; OR 

c. A certificate of registration or naturalisation stating that the holder is a British citizen; OR 

d. A letter issued by the Home Office to the holder which indicates that the person named in it can stay indefinitely in the UK, or has no time limit on their stay; OR 

e. An Immigration Status Document issued by the Home Office to the holder with an endorsement indicating that the person named in it can stay indefinitely in the UK, or has no time limit on their stay; OR 

f. A letter issued by the Home Office to the holder which indicates that the person named in it can stay in the UK, and this allows them to do the type of work you are offering; OR 

g. An Immigration Status Document issued by the Home Office to the holder with an endorsement indicating that the person named in it can stay in the UK, and this allows them to do the type of work you are offering. 

OR 
A work permit or other approval to take employment that has been issued by Work Permits UK. 
If you produce this document we will also need to see one of the following documents: 

a. A passport or other travel document endorsed to show that the holder is able to stay in the UK and can take the work permit employment in question; OR 

b. A letter issued by the Home Office to the holder confirming that the person named in it is able to stay in the UK and can take the work permit employment in question. 
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