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	Policy Name:  Recruitment and Selection Policy and Procedure



	1 October 2010


	Purpose: 

1.1. The performance of Ashfield Homes is dependent on the quality, performance and commitment of its employees led by the senior management team.  The Company’s aim is to attract and retain the highest quality people to meet its business objectives and deliver services of the highest standard.  The purpose of this policy is to ensure all employees involved in recruitment and selection are aware of all the procedures involved to enable them to undertake their responsibilities fairly and correctly. All employees directly involved with the recruitment and selection process must have completed training on this procedure.




2. Basic Principles
2.1. The Company intends that, through its recruitment and selection policy and procedures, that the best applicant is recruited and selected regardless of race, religion or belief, disability, age, gender or sexual orientation.

2.2. The Company will ensure that no job applicant receives less favourable treatment than any other throughout the recruitment and selection process and that all candidates are selected using appropriate and relevant methods and criteria. 
2.3. The Company is committed to retaining and developing existing employees and to providing them with the opportunity to develop their long term careers with the Company. Existing employees will be provided the opportunity to apply for promotion vacancies wherever possible. 
3. Establishing a Vacancy
3.1. When a position becomes vacant, the line manager will review the continuing need for the post.  An exit interview will be held with employees wherever possible before they leave as part of the process to review whether any changes may be needed.

3.2. Vacancies will be advertised only after approval has been received from Senior Management Team. The line manager in consultation with the relevant member of Senior Management Team will review the job description and person specification. 
Job Descriptions
3.3. Job Descriptions should be reviewed to ensure that the job purpose and principal accountabilities reflect the role accurately. Care should be taken to avoid any discriminatory requirements, and consideration should be given to ways that could make the role more suitable for a wide range of applicants.

Person Specification
3.4. This describes what is required to undertake the role and is a key part of confirming the commitment to creating equality of opportunity. It should specify essential and desirable criteria such as:
· Qualifications,
· experience and knowledge,
· key attributes or competencies
3.5. Every item in the person specification must be:
· relevant and essential for the effective performance of the job as set out in the job description;

· assessable by interview, employment checks, application form, tests or another objective means;

· legal and compliant with the Company’s policies and procedures.

3.6. Areas to avoid in person specifications include:
· age limits;

· unnecessary qualifications;

· length of experience needed unless it is possible to justify why that amount is required;

· standards of written or spoken English, unless it is possible to demonstrate that the level specified is necessary for the performance of the post;

· physical requirements, apart from the necessity of the person meeting the criteria for the post applied for.
In exceptional circumstances following a post being advertised, if no candidates fulfil all the essential requirements the appropriate member of senior management team in consultation with the Human Resources and Development section can elect to discount criteria as long as this is done for all the job candidates. 
4.  Finding suitable candidates 
4.1. Under normal circumstances all vacancies will be advertised/communicated internally and externally. However if there are employees who are listed on the Company’s Redeployment Register, a skills evaluation will be undertaken on all vacancies as they arise and a trial period will be offered to the ‘Redeployee’ if the Skills evaluation indicates a ‘match’. Where there are no suitable ‘Redeployees’ the post will be advertised externally or support will be sought from recruitment agencies or consultancy firms.  This may take place at the same time as an internal advert.

4.2. The relevant member of the Senior Management Team in consultation with the Human Resources and Development section will review the post’s job description and person specification and select the external media based on market knowledge, the basis of previous success, equality and cost. He/she will be responsible for the drafting of adverts to ensure that:

· the content is consistent with the job description and person specification;

· the advert concentrates on objective features and criteria – a brief description of the nature of the work, the experience and knowledge required;

· No discriminatory elements are included unless it is a ‘genuine occupational qualification’;

· The content and detail within the advert is attractive and correct;
· Consideration is given to attracting candidates from minority groups.

5.  Application Forms and Information
5.1. Application forms will be sent out with a job information pack if requested. The Company also offers prospective job candidates the facility of applying for vacancies online and downloading the information pack from the Company’s website.  

5.2. For Senior Management Team and Third Tier Manager roles the Company will also accept Curriculum Vitae from Candidates and subsequently request an abridged version of the Company’s application form to be completed to ensure essential questions are addressed.
5.3. An equal opportunities monitoring form will be sent with all job application packs. It is important that these forms must be filed separately from application forms, and must only be used for the collection of equal opportunities data for monitoring purposes.  All applications will be monitored by race, religion or belief, disability, age, gender or sexual orientation.
6. Short-listing Applications 

6.1. All applicants will be short-listed from criteria which has been established using the job description and person specification.  Two people will always be involved in the short-listing process, one of whom should be the recruiting manager.  A shortlisting matrix will be used for every shortlist. A template of this can be found at appendix 3.

6.2. The Human Resources and Development section will then check all the shortlisted candidates’ application forms to ensure they have been appropriately shortlisted and that there are no omissions or areas of possible concern on the form. Random checks will also be made by the Human Resources and Development section on application forms not short-listed.
6.3. Any requests for job sharing must be considered and applicants should be advised if an impact on service delivery makes such arrangements impractical.



Relatives of Council Members, Board Members or Senior Officers.
6.4
A candidate applying for any appointment with the Company who knows that he/she is related to any Company employee, Board member or Ashfield District Councillor shall, when making an application, disclose any such relationships on the application form.  A candidate who knowingly fails to disclose such relationships shall be disqualified from the recruitment and selection process and, if already appointed, may be liable to formal action. 

This is to ensure that the recruitment and selection process remains transparent and that appointment decisions are made fairly.


Candidates need to disclose such relationships as the Company’s sole shareholder is Ashfield District Council.


Canvassing.
6.5 
The canvassing of Members of the Board or the Council, directly or indirectly for 
any appointment with the Company shall disqualify the candidate concerned for that 
appointment.
6.6 
Employees who canvass on a candidate’s behalf may be liable to formal action.
7. The Selection and Interviewing Panel
7.1. Each interview panel will consist of at least two line Managers/Supervisors, one of whom will be a member of the Senior Management Team.

7.2. Any panel member who has a conflict of interest, (e.g. who knows or is related to the candidate), must declare this to their line manager and the Human Development and Resources Manager.
7.3. The panel will develop interview questions against the person specification and  ensure the questions are consistent for all candidates. 
7.4. Selection methods will be a minimum of shortlisting from the application form and or CV and a panel interview unless the application is disqualified.  A scoring system will be used for all selection interviews. Guidance on using a scoring system and an example form can be found at appendices 1 and 2.
Interviewing Disabled Applicants
7.5. In pursuing obligations under the Disability Discrimination Act 1995, the Company will assess all applicants’ merits as they would be after any reasonable adjustments had been made.  Therefore, all applicants invited to interview will be asked the question if there are any reasonable adjustments which would enable them to do the job.  If a disabled person feels that there is something we should be aware of at the short listing stage, they will indicate this in the section entitled – “Experience and Reasons for applying for Post” on the application form.

7.6. Candidates selected for interview will be sent details of when and where it is. Within the interview letter, candidates will be asked to let us know of any arrangements they would like us to make, e.g:-

1 Car parking to be made available nearby.

2 Someone to meet them at the entrance of the building.

3 A friend to be present at the interview.

4 Preferred type of seating, etc.
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Allow extra time for tests
8. Selection Tests 
8.1. Selection tests will be used if it is felt necessary to test areas of skill, knowledge or aptitude that cannot be easily assessed by information given on the application form or at interview. When testing is to be used then the test must be validated in relation to the job, be consistently applied for all job candidates wherever possible, be free of any bias and be administered by a suitably trained individual. If testing is to be used as part of the selection process then advice on the test or other selection activities to enhance a selection interview process, must be obtained from Human Resources and Development section. 
9. Informing Candidates of the Outcome
9.1. Successful candidates will be informed verbally as soon as possible after the completion of the selection process. The offer of any post must be made in accordance with Company Offer guidelines which can be found at Appendix 5. Unsuccessful candidates will be informed in writing by the Human Resources and Development section at the earliest opportunity.  

9.2. Written offers of employment will originate from Human Resources and Development section.  All offers will be conditional upon the relevant employment checks. If the information received in these checks is unsatisfactory or borderline, the Human Resources and Development section will attempt to gain further information and discuss this with the senior management team member/line manager to ascertain whether it is valid to continue with the offer.


9.3. The contracts of employment will be produced by the Human Resources and Development section.

9.4. Successful candidates are expected to produce relevant documents as proof of identify and qualifications before they commence employment or during the employment checking stage.

10. Pre-Employment Checks
10.1. The Company requires a number of checks to be undertaken before the successful candidate can commence. If it is discovered at a later stage that any information provided is false on any documents including the application form, this may lead to dismissal. 
Asylum and Immigration Checks
10.2. Under the Asylum and Nationality Act 2006 (section 8 of the Immigration Act 1996), it is a criminal offence to employ person who does not have the right to work in the UK.  
10.3. Candidates will be asked to provide the necessary documentation required to comply with the Act.
10.4. Human Resources and Development section will copy the documentation referred to at 10.3 and retain it for the duration of employment and for three years after termination of employment.
Reference Checks
10.5. It is the Company’s policy to be in receipt of satisfactory references and also verify any prospective employee’s last 3 years employment and education background leading up to their offer of employment with the Company.  
10.6. References where possible will be sought at the same time a candidate is invited for interview/selection test. Where this is not possible the reference will be sought once the post has been verbally accepted by a candidate. A standard reference template is sent along with the Job Description and Person Specification.
10.7. In the event that a referee indicates that the candidate may be unsuitable for the post, the Human Resources and Development section will discuss the reference with the appropriate member of Senior Management Team to determine the next course of action.
10.8. Satisfactory references should have been obtained prior to commencement.
Checks on Qualification
10.9. The Human Resources and Development section will ask for proof of any qualifications which are deemed essential.
Pre-employment medical checks
10.10. Medical declarations will be sought for the successful candidate following the offer of employment. If on receipt of the declaration it is considered that a medical assessment is required, the Human Resources and Development section will advise panel members and arrange for this to be carried out.
11. Retention of Information
11.1. All recruitment and selection documentation will be kept on file for at least six months, clearly noting any reasons for rejection. 
12. Review and Monitoring
12.1. Equal opportunities statistics and data will be recorded, monitored and reported on to the Board of Ashfield Homes on a regular basis in accordance with the Equality and Diversity Policy.
13. 
Chief Executive and Director of Operations Appointments


This policy applies to all employees with the exception of the above posts, the 
recruitment of which will require Board member involvement.
	Responsible For
	Peter Wilmot
	
	

	Approved By
	AHL Board 

23rd March 2010
	
	


	Date
	Review/Amendments

	
	


Record of Review/Amendments

Equality Impact Assessment Conducted 4th March 2010
Appendix 1
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Guidelines for the use of Scoring Systems in Selection Decisions
1 April 2009
 A well planned and clearly understood scoring system based on an accurate person specification will help ensure effective selection interviews take place and protect the Company from legal challenges.
 Good record keeping during the selection process is also essential to ensure selection decisions can be justified.
 The question and scoring documentation should be designed and in place prior to commencing any selection process. This should be approved by a relevant member of the Senior Management Team.
  All interviewers should be familiar with the system being used to score candidates. It may be useful to ensure that those with less experience of interviewing have the opportunity to discuss how example responses should be scored. 

 When designing the scoring system for each post, consideration must be given to the weighting of any score against any of the criteria that the interview panel are using to form their selection decision. This involves identifying aspects of the vacancy that are considered to be particularly important and giving them greater weight in terms of the scoring process. A poor selection decision is possible if the weighting is not thought through properly.

  All interviewers should conduct their own scoring and form an independent view.  This ensures that their opinions are less likely to be overly influenced by more experienced, or senior, members of the interview panel. 

  The scores must be awarded based solely on the basis of the information that was gathered during the selection process ensuring the process will stand up to scrutiny and not seen to be discriminatory in any way. 

  When two interviewers have different views, efforts should be made to reach a consensus. If consensus cannot be reached there and then, a break may be useful. All of those on the interview panel have a right to challenge scores and influence selection decisions. 

  The final decision needs to be summarised and recorded. 

  You must record the reasons for not appointing individuals who were unsuccessful in the selection process. Reasons provided need to be objective and the panel should be able to justify any reasons recorded.

Appendix 2

Ashfield Homes Limited

Department of Technical Services

Interview for Risk Manager

(DATE)

Candidate:  …………………………………………………………………….

Interviewer: .……………………………………………………………………

Question One 

Presentation:

How would you monitor and review Corporate Risk Management ?

Notes from presentation:

Presentation Scoring 

	Category 
	Score 
	Weighting 

	Presentation Skills (including)

· Clarity of presentation

· Comprehensive content

· Delivery Style

· IT Ability 

· Quality 
	1


	2
	3
	4
	5
	5

	Content and knowledge demonstrated of Risk Management practices and procedures including organisational ability to review and monitor.


	1
	2
	3
	4


	5


	5

	Answers to questions from interview panel including depth, knowledge and the ability to work under pressure.
	1
	2


	3
	4
	5
	5



	Innovation including pioneering practices and procedure in Risk Management 
	1
	2
	3


	4
	5
	5

	Total Score 
	
	20


Report Scoring

	Category 
	Score 
	Weighting 

	How would you monitor and review Risk Management including:

· Presentation 

· IT skills

· Layout 

· Communication of the subject

· Constructive argument of subject

· Summary


	1
	2
	3


	4
	5
	5

	· Content and quality of subject matter

· Knowledge

· Experience 

· Innovation 

· Use of evidence
	1
	2
	3
	4
	5
	5

	Total Score
	
	10

	
	
	
	
	
	
	

	Total Score Carried Forward
	
	30


Question Two

How do you keep abreast of current and future Health and Safety Developments?

Question Two Scoring

	Category 
	Score 
	Weighting 

	· Regulation Knowledge / Accreditation / Standards
	1


	2
	3
	4
	5
	5

	· Corporate Membership
	1
	2


	3
	4
	5
	5

	· Training / Seminars / bulletins / Benchmarking / Networking 
	1
	2
	3
	4
	5
	5

	· Contacts with HSE and other Agencies including Fire Brigade and other Emergency Services
	1
	2
	3
	4
	5
	5

	Total Score

 
	
	20


Notes:

	Total Score Carried Forward (Q1&Q2)
	
	50


Question Three

How will you ensure that a Health and Safety and Risk Management Culture is embedded within our organisation?

Question Three Scoring

	Category 
	Score 
	Weighting 

	· Training and development activities
	1


	2
	3
	4
	5
	5

	· Aids / video footage / DVD / Photographic Examples / Annual Campaigns
	1
	2


	3
	4
	5
	5

	· Effective clear and user friendly policy and procedures.
	1
	2
	3
	4
	5
	5

	· Testing of individuals knowledge 
	1
	2
	3
	4
	5
	5

	· Investigation of accidents, Internal Audits and action of recommendations
	1
	2
	3
	4
	5
	5

	Total Score

 
	
	25


Notes:

	Total Score Carried Forward (Q1, Q2&Q3)
	
	75


Question Four

Ashfield Homes carries out a variety of repair, maintenance and refurbishment programs of work through partnerships and sub-contracts, project values vary between one thousand and twenty million pounds.

Please provide us with an explanation of what contractor control procedures you would expect to see our Company employing and what core processes you would implement.

Question Four Scoring

	Category 
	Score 
	Weighting 

	· Management of Insurance and Insurance Levels
	1


	2
	3
	4
	5
	5

	· Method statements, site waste management plans and waste transportation licenses
	1
	2


	3
	4
	5
	5

	· Risk assessment formulation and framework, including working at height etc.
	1
	2
	3
	4
	5
	5

	· Health and safety plan inclusive of guidance for completion  
	1
	2
	3
	4
	5
	5

	· Register of approved contractors complete with vetting and approval process
	1
	2
	3
	4
	5
	5

	Total Score

 
	
	25


Notes:

	Total Score Carried Forward (Q1, Q2, Q3 & Q4)
	
	100


Summary

Questions from candidate?

Notification?

Conclusion

Please note:
Scores of less than five on three or more questions is likely to indicate that the candidate does not meet the overall job requirements.

	Comments:




Successful =







Yes / No

Unsuccessful
 =






Yes / No

(please circle above as appropriate)

Signature ………………………………………………………..

Date ………………………………………………………………
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Recruitment Short-listing Form

This form must be completed by the appropriate line manager and counter signed by a member of the Human Resources and Development Section.  It should be kept along with all relevant recruitment documentation relating to the post.

Post Title: ___________________________________    Post Ref: __________    Date of Short-listing:  _____________________ 

	Criteria
	Candidates:

	Essential Criteria:
	
	
	
	
	
	
	
	
	

	1
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	


Line Manager Signature: __________________  Date: _________   HRD Counter Signature:  ________________  Date: __________









Appendix 4

 Ashfield Homes – Reference Request Form

Name of Applicant:      

   Post of:      
Please authenticate this reference by means of either your company stamp or a covering letter on headed paper. 

Name of referee: 

Name of organisation:  

Position in company: 

Date: 

Please give below the dates that the applicant was employed by you:

From:

To: 

In what capacity did you employ them?


Was this employment continuous?
   Yes 


No

If no please give dates and reasons for break.


Was any of this employment relief/casual?  Yes

No

What was the applicant’s annual salary on leaving?

Please give your opinion of the applicants suitability for the post based on the requirements set out in the enclosed Person Specification.  A Job Description is also enclosed for your information.

Please comment on the applicant’s general attendance and timekeeping. 

Please comment on the applicant’s honesty and integrity.


How many working days sickness has the applicant had in either;

a)
the last 12 months or during the last 12 months of their employment with you

b) 
during their employment with you (if less than 12 months)

Please provide further details of each period of sickness absence:

	Dates of Absence (ie start and finish date)
	Reason for Absence


Please give details of any concerns related to work performance, conduct or behaviour:

Does the applicant have any live warnings or formal disciplinary action in relation to work performance, conduct or behaviour?  If so please specify the nature and outcome of the case(s):

Does your organisation have a policy of expunging disciplinary records from personal files?





Yes 


No  

Would you re-employ this person?


Yes


No*
If “No” please state why


If you wish to make any further comments please do so below:

Please note that Ashfield Homes operates an open reference policy. This entitles the prospective employee to view any references provided on their behalf.

I confirm that the content of this reference is accurate, to the best of my knowledge, and that I am authorised to provide references on behalf on the company (where applicable).

Signed_____________________________           Date__________________


Thank you very much for taking the time to complete this form.











Appendix 5

OFFER OF EMPLOYMENT GUIDELINES

2010

When making an offer of employment to a successful job candidate, a verbal contract is being entered into and it is for this reason that such an offer must be clear and concise, ensuring that the job candidate understands what the offer includes. I.e. the post title, grade, actual salary and if it is a temporary or casual post. 

Once you have gone through what the offer includes, it is also important that the candidate also understands that the offer of employment with the Company is subject to certain terms and conditions.  

The offer of employment is subject to:

1. Receipt of an Employer Reference deemed satisfactory by Ashfield Homes Limited.
2. Compliance with the Asylum and Immigration Act 1996. 
Verification of whether the successful candidate can work legally within the UK will be made by the Human Resource and Development Office through the sight of a, passport or an Application Registration card issued by the Home Office or other relevant documentation.

3. Satisfactory Medical Clearance upon completion of a Medical Questionnaire. 

Ashfield Homes Limited reserves the right to withdraw any offer of employment following unsatisfactory medical clearance from the company’s Occupational Health Physician.

4. Receipt of Original Certificates which are relevant for the post and maybe listed as criteria for the post.
5. Satisfactory Criminal Records Bureau (CRB) Check 

This is a requirement for a CRB check on the following posts:

Tenancy Support Officer and Senior Tenancy Support Officer

Care Co-ordinator and Senior Care Co-ordinator

Community Alarms Officer 

Support Centre Coordinator
The Criminal Records Bureau undertakes a check to ensure that the candidate does not have a history that would make them unsuitable for appointment into the post.

6. Satisfactory completion of a 6 month probationary period.

These terms and conditions must be stated to the successful candidate when offering employment.

For further information and advice contact the Human Resources and Development section on Tel 01623 608892. 











Appendix 6



ASHFIELD HOMES LIMITED

CONFIDENTIAL

       PRE-EMPLOYMENT MEDICAL QUESTIONNAIRE

All offers of employment are subject to a satisfactory assessment and will depend on the information provided on this form.  Additional information from your own General Practitioner or Medical examination by the company’s Occupational Health Adviser may be required.   

PLEASE ANSWER HONESTLY ALL THE QUESTIONS BELOW.

DEPARTMENT  


BRIEF DESCRIPTION OF DUTIES (E.G. CLERICAL, MANUAL, DRIVING VEHICLES ETC.)

SURNAME

FORENAMES

ADDRESS

PRESENT OCCUPATION  

DATE OF BIRTH

NAME AND ADDRESS OF FAMILY DOCTOR
 



MEDICAL HISTORY .

PLEASE ANSWER ALL OF THE FOLLOWING QUESTIONS

HOW MANY DAYS OFF WORK HAVE YOU HAD OVER THE LAST THREE YEARS DUE TO ILLNESS/SICKNESS?                 


      Days

HEIGHT: 

WEIGHT:


DATE OF LAST MEDICAL EXAMINATION: 

REASON:


DATE OF LAST CHEST X RAY 

RESULT:

Please answer all the following questions by circling the appropriate word: if the answer is yes, circle yes; if it is no, circle no.

	 
	Questions
	 

	1
	Is your eyesight normal (with glasses if worn)?
	Yes
	No

	2
	Is your hearing normal?
	Yes
	No

	3
	Are you able to carry out strenuous physical work including climbing ladders, working from scaffolding, bending, lifting and carrying?
	Yes
	No

	4
	Do you have any physical or mental impairment that could be classed as a disability under the Disability Discrimination Act 1995?
	Yes
	No

	5
	Have you ever received compensation or a disability pension?
	Yes
	No

	6
	Are there any medical reasons why you should not do shift work?
	Yes
	No

	7
	Have you ever had to give up any previous job for medical reasons?
	Yes
	No

	8
	Have you been off work continuously for more than a month during the last five years?
	Yes
	No

	9
	Have you received medical treatment during the past 3 years?
	Yes
	No

	10
	Have you ever been admitted to Hospital?
	Yes
	No

	11
	Have you ever had an operation?
	Yes
	No

	12
	(a) Do you regularly take tablets or medicine?

(b) If so, what do you take?

	Yes
	No

	13
	Have you ever had any of the following?

	 
	Diabetes
	Yes
	No

	
	Inflammation or any other disease of the lungs
	Yes
	No

	 
	Tuberculosis
	Yes
	No

	 
	Angina
	Yes
	No

	 
	Any other heart trouble
	Yes
	No

	 
	Blood pressure Problems
	Yes
	No

	 
	Peptic, gastric or duodenal ulcer
	Yes
	No

	 
	Indigestion for more than one week or stomach and bowel troubles
	Yes
	No

	 
	Back trouble, lumbago, sciatica, 'slipped disc' etc
	Yes
	No

	 
	Epilepsy, recurring blackout or fits
	Yes
	No




	14
	Have you ever had any of the following during the past five years?

	 
	Bronchitis, asthma, hay-fever or pneumonia
	Yes
	No

	 
	Dermatitis, eczema or any other skin trouble
	Yes
	No

	
	A rupture or hernia
	Yes
	No

	15
	Do you suffer from any of the following?
	Yes
	No

	 
	Migraine or severe recurring headaches
	Yes
	No

	 
	Anxiety, depression, stress or any other nervous complaint
	Yes
	No

	 
	Fainting attacks or giddiness
	Yes
	No

	 
	Ear trouble, discharging or infected ear
	Yes
	No

	 
	Kidney trouble or urinary infection
	Yes
	No

	
	Defects of the feet or legs such as varicose veins
	Yes
	No

	
	Any condition preventing full use of limbs, joints, hands and feet
	Yes
	No

	16
	Have you ever had any other serious illness? 
	Yes
	No

	17
	Have you consulted a doctor about your health during the past 12 months? 
	Yes
	No

	18
	Have you ever suffered from injury or poor health which was attributed to any of your previous employment to date?
	Yes
	No

	19
	Have you ever made a claim against any your previous employers for industrial injury or health problems
	Yes
	No

	
	If you have circled any answers as Yes for questions 4 to 19, please provide the number of the question and give brief details below:

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	





DECLARATION

I declare that the statements I have made above are true to the best of my knowledge and belief.  I understand that if I am subsequently employed any deliberate false statement or omission will make me liable to disciplinary action or dismissal.

I agree that Ashfield Homes Limited’s Occupational Health Adviser can ask my own Doctor for any particulars about my health, and I agree to attend any medical examination required by the Ashfield Homes Limited’s Occupational Health Adviser.

SIGNATURE: 

DATE: 




	Responsible For
	
	
	

	Approved By
	
	
	


	Date
	Review/Amendments

	
	


Record of Review/Amendments

Equality Impact Assessment Conducted: (Date)






May I remind you authenticate this reference by means of either your company stamp or a covering letter on headed paper





































































































































































































































































































ASHFIELD HOMES LIMITED USE ONLY:





In my opinion the above person is (please tick appropriate box).





Suitable for employment in this post.


Suitable for other work, but not for this post.


Refer to Occupational Health Adviser.











SIGNATURE	      DATE:	


                     Company Representative
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