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1.  Introduction 
 
The Scottish Ambulance Service aims to follow best practice and the highest 
standards of recruitment procedure.  The principles, values and the 
recommendations of the PIN Guidelines on Equal Opportunities, Work Life 
Balance and Safer pre and post employment checks are acknowledged by 
these Recruitment and Selection Standards. 
 

We are a national Service with a local feel. We have five operating divisions 
covering different regions of Scotland, all delivering a range of services from 
Accident and Emergency Service, through to Patient Transport Service.  We 
employ over 4,000 staff and over 1000 volunteers, working across Scotland. 
As well as roles directly related to patient care including those in our control 
rooms, Community Paramedics and volunteers, we employ people in a range 
of support departments. 

 
Together, they all play a key part in making sure that we can respond to 
anyone needing our help 24 hours a day, 365 days a year. The Scottish 
Ambulance Service is committed to ensuring that with the appropriate 
knowledge, skills, training and education there are exciting career 
opportunities for all. 

As a national service, covering all of Scotland, we are able to offer a 
rewarding career in all parts of the country, regardless of grade or department 
you work in. Almost 90% of our staff fulfil an operational role with the 
remainder in managerial and support functions. 

2.  Policy Statement 

The Scottish Ambulance Service is committed to supporting the principle of 
equal opportunities in employment and opposes all forms of unlawful or 
unfair discrimination on the grounds of race, disability, gender, age, sexual 
orientation, religious belief, trade union/professional organisation 
membership (or non membership), ex-offender status, health or physical 
characteristics.  
 
Employees with a disability are welcomed for their abilities and the 
contribution they make to the Service. Our Equal Opportunities in 
Employment policy and Disability Equality Scheme (√√) support this 
commitment. The Service is committed to interviewing all applicants with a 
disability who meet the minimum criteria for a job vacancy and consider 
them on their abilities. 
 
 



2.1 Principles 
 

• The Scottish Ambulance Service aims to appoint candidates according 
to their abilities, qualifications and training; 

• Equal opportunities for employment and promotion within our 
organisation are open to all with the appropriate qualifications, skills 
and competencies; 

• Monitoring and audit will be used to diminish discrimination; 
• Monitoring and information gathering will allow the organisation to audit 

how well it performs against the standards set by this document; 
• The Scottish Ambulance Service will establish a recruitment process 

that will ensure employees are chosen using relevant objective criteria 
that are without discrimination or prejudice; 

• Staff involved in recruitment will be trained in the necessary legal and 
procedural requirements and will be subject to regular monitoring of 
performance; 

• The Scottish Ambulance Service will establish networks with other 
organisations both locally and nationally to recruit staff; and 

• The Scottish Ambulance Service is a Positive About Disabled Symbol 
user and adopts the values that this scheme espouses. 

3. Roles and Responsibilities 

The Recruitment Team 
 
The Recruitment Administrators (local/national) provide an administrative 
service to all recruiting managers within the Scottish Ambulance Service 
processing all vacancies. In conjunction with the wider Human Resources 
Directorate they also provide professional support and guidance to managers, 
staff and applicants throughout the recruitment and selection process. 
 
3.1  Personnel 
 
Personnel roles and responsibilities in relation to the policy and procedure are 
to: 

• provide support and guidance to managers, individuals and staff   
representatives in the interpretation of the policy and procedure; 

• support the ongoing implementation of the policy by training managers, 
employees and staff side representatives in its contents and by 
assisting in the development of  the skills necessary to manage 
recruitment effectively; 

• put processes in place to monitor the effectiveness and efficiency of the 
policy and review its contents on an annual basis. 

 
3.2 Managers Responsible for Recruitment 
 

• To take responsibility for ensuring that the procedure is adhered to in 
all cases. 

• To liaise with Personnel staff with regard to ensuring that decisions on 



suitability for employment or promotion are fair and equitable across 
the Service. 

• Contribute to procedural and policy developments and improvements. 
• Ensure that staff who support the recruitment function comply with the 

procedure in all cases. 
• To report non compliance to the Head of Personnel. 

 
3.3 Trade Union/Professional Association Representative 
 

• The Staff Side Representative’s role and responsibility in relation to the 
policy and procedure are to:  

• To advise employees regarding this policy and flexible working options. 
To support employees through the recruitment procedure. 

• To represent their members’ interest and to recognise that decisions 
have to be taken in the best interest of all staff members and patient 
care. 

• The National Partnership Forum will also be expected to review 
regularly the uptake and consistency of applications across the service 
to ensure staff are treated fairly and consistently in terms of staff 
governance.  

 
4.  Key Control Areas 
 
This document is compliant in relation to the following: 
 

• Data Protection Act 
• Equal Pay Act 1970 and subsequent amendments 
• Health & Safety at Work Act 1974 
• Rehabilitation of Offenders Act 1974 and Police Act 1997 
• Sex Discrimination Act 1975 
• Race Relations Act 1976 and Race Relations (Amendment) Act 2000 
• Trade Union and Labour Relations (Consolidation) Act 1992 
• Trade Union Reform and Employment Rights Act 1993 
• Disability Discrimination Act 1995 
• Asylum and Immigration Act 1996 
• Employment Rights Act 1996 
• Working Time Regulations 1998 
• Data Protection Act 1998 and Freedom of Information (Scotland) Act 

2002 
• Human Rights Act 1998 
• Employment Relations Act 1998 
• Sex Discrimination (Gender Reassignment) Regulations 1999 
• Part Time Workers (Prevention of Less Favourable Treatment) 

Regulations 2000 
• Fixed Term Employees (Prevention of Less Favourable Treatment) 

Regulations 2002 
• Employment Equality (Religion or Belief) Regulations 2003 
• Employment Equality (Age) Regulations 2006 
• Civil Partnership Act 2004 



• The Employment, Equality (Age) Regulations 2006 
• Gender, Race & Disability Equality Duties 
• Training for staff in relation to the procedure 
• Adherence to specific levels of authority 
• Reporting to Senior Management Team and Partnership Forum on 

recruitment levels and trends 
• Monitoring by Personnel 
• Appeals monitored by Director of Human Resources 

 Further Advice 
 
Further advice and guidance should be sought from the Recruitment Section 
or the wider Human Resources Directorate.  Where there are concerns that 
the procedure within this document has not been followed this should be 
raised with the Recruitment Manager/Regional Personnel Manager in the first 
instance. 
 
Other Relevant Documents 
This document should be read in conjunction with: 

• International Recruitment Code of Practice 
• Scottish Ambulance Service Equal Opportunity Policy 
• Scottish Ambulance Service Redeployment  Guidance processes (to 
be agreed) 
• Scottish Ambulance Service Disclosure Policy 
• Scottish Ambulance Service Flexible Working Policy 
• Occupational Health Standards – All pre and post employment health 
checks will be carried out in conjunction with the Occupational Health 
Service and this document. 
• Paramedic Practice Programme – Recruitment and Admissions 
Procedure 
• The Service’s policy relating to internal transfers is currently under 
development and review 

 
 
This Policy aims to establish a clear culture of excellence in recruitment 
practices within the Scottish Ambulance Service and to detail the rights and 
responsibilities of individual staff; line managers; Personnel and all those 
responsible/involved in Recruitment. 
  
  
This policy has been developed in partnership with our staff side and reflects 
best practice identified in the guidance on Recruitment & Selection.  The 
Policy also reflects relevant employment legislation.  

 
This policy and procedure has been developed in Partnership and will be 
subject to ongoing review is endorsed by the National Partnership Forum and 
will be communicated to all staff.  
 
 



 
 

1.0 ESTABLISHING A VACANCY 
 
A vacancy occurs when either the current post holder leaves, a new post is 
created or additional posts become available due to service developments.   
 

1.1  Resignation from an Existing Post 
 
When a vacancy arises due to a resignation from an existing post the 
opportunity should be taken to assess if the vacancy should be recruited to, 
possibly reassess the duties of the post and decide if the same knowledge, 
skills, qualifications and abilities are required.  If there are any changes to be 
made to an existing job description this should be done with the advice of the 
Personnel Department.  Significant changes to a job description may 
necessitate a re-evaluation of the post through the Job Evaluation process. If 
the job description changes it must be noted the knowledge and skills 
framework may need to be amended. 
 
Other issues which may need to be considered include: 
 

• Roles and Responsibilities 
• Whether the post can be better organised 
• Suitability  for part time/job share 
• Opportunity to convert post from temporary to permanent (subject to 

available funding and authorisation) 
• Location of post 

 
Exit Interview 
 
Every attempt should be made to obtain feedback from all employees leaving 
the organisation.  This can provide useful information to assist with the 
development of existing posts. 
 
During the exit interview managers should discuss with the employee their 
reasons for leaving and invite suggestions as to how the post could be 
improved.  By considering this information the post and/or the operation of the 
department may be enhanced. 
 
An Exit Interview Questionnaire can be found in Appendix 3 
 
Payroll Documentation 
 
Managers should complete a Notification of Termination form within one week 
of the employee formally resigning/leaving.  This is forwarded to the 
appropriate administrators who will action it within two working days of receipt. 
 



If the employee is transferring to another department/Division within the 
Scottish Ambulance Service a Notification of Change form should be raised 
and forwarded to the local administrator 
 
Managers should also inform IT of any leavers or internal transfers to ensure 
that user accounts are disabled or amended in accordance with the IT 
Security Policy. 

1.2 New Posts 
 
Creation of a new post will necessitate the development of duties and a job 
description from the outset.  In these instances or where significant changes 
are made to an existing post advice can be sought from the Personnel 
Department.   
 
Where it is identified that there is a need for a new post the responsibility lies 
with the respective Head of Department to seek endorsement and a Staff 
Establishment Change Form must be completed, authorised and forwarded to 
Management Accounts Department, and obtain approval from the 
accountable Executive Director and the Director of HR to progress the matter. 
 
An appropriate Manager from within the Department will discuss the post with 
the Personnel and Development Manager (PDM) who will identify whether 
there is a suitable Job Description (JD) already in place which can be 
adjusted, or whether a totally new JD needs to be prepared. 
 
Where a new JD is required it will be prepared by the Manager with the 
assistance of a member of the Personnel Team who will provide advice on 
appropriate content, layout etc.  This will ensure consistency across all JDs 
within the Service which will, in turn, assist matching and evaluation panels.  
In producing a JD it is important to ensure that roles and responsibilities 
included do not infringe or impact on existing posts. 
 
Once the JD is finalised it should be submitted to the Personnel and 
Development Manager (PDM).  All new posts will undergo a process of 
desktop evaluation in the first instance and will also be subject to quality 
assurance and consistency checks to ensure the outcome is in line with other 
posts across the Service. 
 
This will allow a provisional pay band to be determined for recruitment 
purposes.  Only after these checks have been completed will the Head of 
Department be notified of the outcome and given clearance to advertise the 
post.  The post cannot be advertised until an appropriate pay band has 
been determined through this process. (Unless in exceptional 
circumstances as authorised by Director of HR & OD).  
 
Once the new job has been in operation for a reasonable period of time 
(approximately 6-12 months) such that the jobholder is able to provide 
comprehensive information if required, then the job should be matched or 



evaluated in accordance with the Scottish Ambulance Service  Job Evaluation 
procedure. 
 

2.0 DEFINING THE REQUIREMENTS OF THE POST 
 
Before a post is advertised the job description, person specification, general 
information sheet and KSF outlines must be forwarded to the Recruitment 
Team.  All potential candidates will be provided with a copy of the job 
description and person specification with the application pack.  Electronic 
versions of these are now available online. 
 

2.1 Job Description 
 
The job description will be made available to all prospective applicants and to 
interview panel members to ensure that all those involved in the recruitment 
process are clear about the scope, content and purpose of the job. 
 
Job descriptions need not be exhaustive accounts of every duty and 
responsibility but should summarise the key elements of the post.  It should 
be accurate, clear, up to date, detailed, flexible and non-discriminatory, 
particularly in terms of gender, sexual orientation, ethnic background, religion 
or belief, disability or age. 
 
From the job description and person specification (see 2.2 below and 
appendices 10 & 11) you would identify your recruitment criteria such as the 
main task-centred skills required for the job and the main knowledge and soft 
skills required for the job. 
 
Job descriptions for new posts should be written in the agreed format.  For 
advice on writing job descriptions please refer to the guidance notes on 
compiling a job description.  A job description template and the guidance 
notes can be found in Appendices 4 & 5. 

2.2    Person Specification 
 
A person specification describes the person capable of properly undertaking 
the job.  It details the experience, qualification/training, knowledge, skill & 
aptitude necessary to perform the job effectively and promotes the elimination 
of discrimination by ensuring that selection decisions are competency based.  
 
Person specifications should be provided to all prospective candidates and to 
the shortlisting and interview panel to ensure that all those involved in the 
recruitment process have a clear understanding of the criteria required for the 
job.   
 
The criteria within the person specification becomes the benchmark against 
which applicant suitability is measured, the shortlist is drawn up and 
eventually the selection is made.  It is therefore essential that it is consistent 



with the information contained in the job description and that it contains no 
irrelevant or potentially discriminatory criteria. The Person specification is the 
most effective tool in the recruitment process and is an objective measure to 
compare all candidates. It should be referred to when completing the interview 
and assessment sheet. 
Further guidance on writing person specifications and a person specification 
template is available in Appendices 10 & 11) 

3.0 VACANCY APPROVAL 
 
Managers should complete a Vacancy Management (Authorisation) Form 
(Appendix 6) as soon as possible following notice that a vacancy will arise.  It 
is recognised that on certain occasions this may be delayed by circumstances 
such as the reorganisation of a department.   
 
The following documentation should be provided with the form: 
 

• Job Description 
• Person Specification 
• KSF Outlines (if available) 
• Any other information that may assist prospective applicants 

 
The Vacancy Request Form must be authorised by the relevant authorised 
signatory and by the relevant senior manager who will confirm if funding is 
available.  
 
All paperwork should then be forwarded to the relevant Personnel Team who 
will confirm that all documentation is attached and conforms to standards and 
legal requirements and forwarded to the Recruitment administrator 
 
Paperwork should reach, if possible, the Recruitment Team 5 working days 
prior to bulletin publication date or Advertising Agency deadline to allow time 
to process the paperwork. All adverts will also be posted on the Scottish 
Ambulance Service website with all relevant downloadable information. 
 
Prior to the advert being published, a confirmation email will be sent to 
managers which will provide the vacancy reference number of the post, 
publication date and closing date. 
 

4.0      ATTRACTING CANDIDATES 

4.1 Writing the Advert 
 
To ensure equality of opportunity all posts should be advertised unless there 
are valid reasons for not doing so such as redeployment or reorganisation 
(Management of Change). 
 
Recruiting managers are required to write the job advert for the vacancy; 
however advice should be sought from the Recruitment  Team who will be 



able to advise as to whether there is an existing template in place.  Adverts 
should clearly state essential criteria (as detailed in the job description and 
person specification) in order to attract people with the right skills and 
knowledge.  All adverts must be consistent with the requirements of the post 
and any discriminatory phrases must avoided.  
 
Adverts will normally include a contact name and telephone number for 
informal enquiries.  Where a post involves shift or weekend working this 
should clearly be stated in the advert. 
 
Where possible it can be beneficial to include a proposed interview date.  If 
this is not practical or appropriate this could be included in the application 
pack.  Details of any selection test can also be included in the application 
pack. 
 
The Recruitment Team will insert instructions on how to apply for the post and 
may have templates for existing posts available.   
 
Further advice on writing adverts can be found in Appendix 8.  The Advert 
Details Form is included in the Recruitment letters and forms. 

4.2 Closing Date 
 
The Recruitment  team will insert a closing date of two weeks (minimum) 
after the publication date unless otherwise stated. 

4.3 Advertising Media 
 
All internal vacancies are placed in Scottish Ambulance Service vacancy 
bulletin.  The bulletin is circulated to all Scottish Ambulance Service sites.  
External vacancies are also placed on the SHOW website, Jobcentre Plus, 
SAMSON and other publications as appropriate.  
 
It may be appropriate to advertise certain vacancies within an external 
publication in addition to the Bulletin, SHOW and other websites.  Using 
external media is extremely expensive and therefore consideration must be 
given to the cost-efficiencies of different publications.  
  
If a manager wishes to place an advert in an external publication they should 
indicate their publication of choice on the Vacancy Request Form.  Once this 
has been received the Recruitment administrator may contact the recruiting 
manager to discuss the advertising of the vacancy.  Such discussions will vary 
for each post; however they will include a review of recent response rates to 
similar adverts, cost-effectiveness of wording of the advert and of the chosen 
publication.  It may be appropriate at this stage for the Recruitment 
administrator to seek advice from the contracted Advertising Agency. 
 
Where managers are processing authorisation to a vacancy they know will be 
hard to fill they can contact the National Recruitment Manager in advance to 
discuss an appropriate recruitment strategy.  This will allow for exploration of 



different options prior to paperwork being completed and received by the 
Recruitment administrator. All vacancy advertising should be processed 
through the Recruitment administrator and the Recruitment team who will 
process any external advertising through the contracted Advertising Agency.   
 
4.4 Use of Recruitment Agencies 
 
Recruitment to temporary posts require the Service to use a list of preferred 
suppliers as agreed through under the national contract agreed with National 
Services Scotland (NSS) on behalf of NHS Scotland. 
 
In terms of permanent vacancies advice should be sought from the 
Recruitment team or Personnel department. This method of recruitment 
should be used only in exceptional circumstances or if all other options have 
been exhausted. It must be noted that costs for this particular option can be 
prohibitive and funding must be authorised via the Vacancy Approval process 
and paid for by the individual budget holder. 
 
The normal recruitment, assessment and pre-employment criteria must be 
strictly adhered to, even if using this option.    

5.0 REDEPLOYMENT 
 
The Redeployment Process supports the implementation of Scottish 
Ambulance Service guidance on redeployment. 
 
The Recruitment Team will bring all vacancies to the attention of the 
Redeployment Group (to be established)in advance of being advertised.  The 
Redeployment Group will consider individual cases of those on the register 
and in turn will identify possible matches ‘holding’ any suitable vacancies.  
 
The Redeployment Group will inform responsible Personnel Advisors of any 
potential suitable vacancies.  The responsible officer will in turn ensure that 
the recruiting manager is advised of the position. 
 
Please refer to the Scottish Ambulance Service Redeployment Guidance and 
the Scottish Ambulance Service Redeployment Process for further information 
(Appendix 7tba). 
 

6.0 APPLICATION PACKS 
 
Requests for application packs will be made to the relevant recruitment 
administrator by phone or via email. Application packs will be dispatched by 
the Recruitment administrator within 1-2 working days. Application packs can 
also be downloaded from the Scottish Ambulance Service website 
www.scottishambulance.com 
 
Application Packs (appendix 12) will include the following: 

• Covering letter 



• Guidance notes for completing the application form 
• Application Form including Equal Opportunities Monitoring Form 
• General Information sheet detailing statement of Main Terms and 

Conditions  
• Procedure for the Disclosure of Criminal Convictions (Rehabilitation Of 

Ex-Offenders (ROE Policy and declaration) 
• Job Description 
• Person Specification 

 
Candidates will return completed application forms to the Recruitment 
administrator.  Details are logged onto the system, Part A personal details, 
Part B information on Criminal Convictions and Part D equal opportunity 
monitoring forms are detached from the Part C application form and each one 
is given a unique candidate identification number.
 
Only Part C is available to shortlisting panels to avoid unfair discrimination. 
Only Parts A, B and C are available to the Interviewing Panel. Part D is never 
disclosed to either the shortlisting or interview panels. 
 

7.0 SHORTLISTING 

7.1 Timescales 
 
The Recruitment administrator will forward a shortlisting pack to managers 
within 3 working days of closing date.  The pack will include: 
 

• Shortlisting  Record Form (appendix 14) 
• Interview Details Form (appendix 14) 
• Original Application Forms (equal opportunities data removed) 
• Person Specification/job description 

 
Candidates are informed at application stage that they should assume that 
their application has been unsuccessful if they are not contacted within 4 
weeks of the closing date.  Therefore managers should ensure that they 
return the shortlisting record forms as soon as possible and ideally within 2 
weeks.  Where this is not possible managers should contact the Recruitment 
administrator who will arrange for candidates to be informed of the delay. 
 
In order to be able to provide candidates with sufficient notice for interview the 
shortlist should be returned to the Recruitment administrator no later than 10 
working days prior to the interview date. 
 
Where candidates are required to prepare for a selection test such as a 
presentation (or other test) they will require additional notice of the interview 
date.  In these cases the shortlist should be returned to recruitment 
administrator within 15 working days of the interview date. 



7.2     Selecting Candidates for Interview 
 
Overall responsibility for shortlisting rests with the recruiting manager 
responsible for the posts advertised. However, in most cases, it will be 
appropriate to involve other members of the interview panel.  For some posts, 
the views of an internal or external assessor may need to be sought. 
Shortlisting is an important part of the selection process and it is essential that 
the principles of best practice are applied to ensure fairness and objectivity. It 
should take place as soon as possible after the closing date and should be 
agreed by at least two members of the interviewing panel. 
 
The person specification details the essential and desirable criteria for the 
post and all applications should be checked against these criteria.  An 
applicant who does not meet all the essential criteria on the person 
specification will not normally be called for interview.  Reason for 
selection/non-selection should be recorded on the Shortlisting Record Form. 
 
Employees with a disability are welcomed for their abilities and the 
contribution they make to the Service. Our Equal Opportunities policy and 
Disability Equality Scheme (√√) support this commitment. The Service is 
committed to interviewing all applicants with a disability who meet the 
minimum criteria for a job vacancy and consider them on their abilities. 
Disabled candidates have the opportunity to opt for their application to be 
considered under the Job Interview Guarantee Scheme if they wish. This is 
entirely voluntary. The applicant can complete the disability section on the 
application form to indicate that they have a disability and wish their 
application to be considered under the scheme.  
 
Further guidance on selecting candidates for interview is included as 
Appendix 15. 
 
Recruitment Administrators must also complete the Interview Details Form 
(appendix 14) providing the following information: interview location, reporting 
instructions, interview times, panel members and details of any selection test 
or presentation.  Please note that it is the Recruitment administrators 
responsibility to arrange an interview venue and any equipment required in 
agreement with the recruiting manager. 

7.3 Candidates Requiring Work Permits 
 
Candidates who are not Nationals within the European Economic Area may 
require a Work Permit under Tier 2 of the Points Based System (PBS) for 
Immigration. Part A of the application form requires candidates to declare 
whether or not they require a work permit and it is extremely important that 
the panel check each candidate’s application form to ensure a work permit is 
not required. 
 
Recruitment administrators will identify those candidates indicating they 
require a work permit at application stage.  These applications will not be put 
forward to the shortlisting panel.  If, however, there is no appointment made to 



the post and there are applications from candidates requiring work permits the 
recruiting manager should contact the National Recruitment Manager to 
discuss. 
 

8.0 INTERVIEW PROCESS 
 
8.1 Timescales 
 
The Recruitment administrator will send letters inviting candidates to interview 
no later than 5 working days prior to the interview date.  Included in the letters 
will be interview details, panel members and details of any presentation or 
assessment they will be required to undertake. 
 
Enclosed with the invite to interview letters will be a Disclosure Scotland 
application form (if appropriate), Asylum and Immigration checklist, 
information pack and any other relevant information to the post.  Candidates 
are provided with guidance for completing these forms and are asked to bring 
them to interview along with evidence of their identity (original and 
photocopy). 
 
The Recruitment administrator will send, the Chair of the Panel Interview 
Panel, packs no later than 3 working days prior to interview date.  This pack 
will contain: 
 

• Copies of Application Forms (including personal details) 
• Interview Schedule 
• Job Description 
• Person Specification (if available) 
• Interview Record Forms (appendix 16) 
• Interview Summary Form (Appendix 17) 
• Chairperson’s checklist (including Asylum and Immigration guidance)  

 
The chair of the panel is responsible for distributing panel packs to other 
panel members.  Where doing this will present difficulty (for example if panel 
members are based across different geographical locations) this should be 
indicated on the Interview Details Form returned with shortlisting.  Managers 
should ensure that they clearly state the location of panel members, including 
full postal address if appropriate and packs will be sent by the Recruitment 
administrator direct to them under separate cover.  
 

8.2     Appointment of the Interview Panel 
 
The appointment of the interview panel is the responsibility of the recruiting 
manager and is determined prior to candidates being invited to attend for 
interview.  The majority of the interview panel must be consistent throughout 
the process. 
 



The composition of an interview panel will be determined according to the 
nature of the post being filled, but will comprise of no less than two members, 
of which one should preferably be a line manager or an appropriate 
representative of the Division/department.   
 
The recruiting manager of the panel will normally act as chair.  This person 
must be trained in all the procedures relating to Recruitment.  All members of 
the panel should have completed the Service training on recruitment and 
selection. A list of trained staff will be held by the National Recruitment 
Manager. 
 
Candidates who have undertaken any form of assessments will have the 
results of these passed to the Interview panel. This will be recorded on the 
interview assessment form (Appendix 16). 
 

8.3 Pre-Interview 
 
Each member of the interview panel will be provided with copies of all 
application forms, a job description, a person specification and an interview 
record form for each candidate.  The panel should meet to agree the 
questions and structure of the interview in advance of the interview  

8.4      Interview 
 
The interview should follow a structured and consistent format and care 
should be taken to avoid questions that may indicate an intention to 
discriminate, even if discrimination is not intended.  All candidates should be 
assessed against the requirements of the person specification and the job 
description only. 
 
Any other tools used as part of the process, such as selection tests or 
practical exercises, must have been previously validated to show that they 
predict performance.  All methods of assessments must have the ability to be 
fairly and equally applied to all candidates.  For further advice regarding 
acceptable and effective tests please contact the National Recruitment 
Manager, or your local Personnel staff.  The selection process should be well 
documented with any selection decisions being supported by clear, non-
discriminatory rationales. 
 
The Chair of the Panel should ensure all relevant documentation is collected 
such as the Disclosure Scotland application forms (if necessary) from each 
candidate and complete the Chairperson’s Interview checklist stating which 
documents have been checked and photocopied under section 8 of the 
Asylum and Immigration Act 1996.Candidates are asked to bring evidence of 
their identity to the interview for such applications and the chair should 
complete this to confirm that the evidence has been checked (Please refer to 
Appendix 19).  The Disclosure Scotland application can not be processed if 
this evidence has not been checked. 
 



Each panel member should complete an Interview Record Form (appendix 
16) for each candidate.  Individual ratings and reasons for decisions made 
should be recorded on this form and should be signed as a record of the 
interview.  These forms will be returned to the recruitment administrator with 
all other documentation and will be kept on file in accordance with the Data 
Protection Act.  They may form important evidence in defence of any 
subsequent allegation of discrimination.  
 
The Panel should aim to reach a consensus decision (i.e. all agree). The 
panel may identify a second placed candidate in order of suitability in the 
event of the first choice candidate declining any offer of employment.   
 
Further interview guidance can be found in Appendix 15.

8.5      Post Interview Feedback
It is good practice to provide the opportunity for post-interview feedback for 
both successful and unsuccessful candidates.  Feedback should be honest, 
constructive and positive and candidates should be thanked for the interest 
they have shown in Scottish Ambulance Service.  The discussion might 
include any of the following: 
 

• Completion of application 
• Response to questions 
• Presentation technique 
• Perceived preparation for interview 
• Questions asked by candidate 
• Advice on future applications 

 
Feedback is a two-way process and it is important to ask the candidate’s 
views on the recruitment process and the interview.  Information gathered 
should be fed back to the Recruitment administrator and/or interviewers. 
 
For those candidates who have been successful in some elements of the 
recruitment process, their results of the tests undertaken are recorded on their 
Certificate of Achievement and sent out to them. They may wish to retain this 
certificate to support any further applications as it may not be necessary to re-
sit tests that they have passed within the last six months. NB some of the 
assessments will be used as a sifting tool prior to face to face interview. 
 
8.6   Waiting List of Candidates 

Where the number of suitable candidates exceeds the number of places 
available for any particular start date (due for example to the number of 
places available on a training course), a waiting list will be maintained which 
will feed into the vacancies as they become available.  
 
 



8.7   Relocation Expenses 
 
Relocation expenses will not normally be paid except in exceptional 
circumstances. Offers of relocation expenses should not be made without 
discussing with, and having authorisation from, the Head of Personnel or 
Recruitment Manager.  
 
8.8   Storage, Maintenance and Disposal of Records  
 
All records that relate to recruitment and selection will be retained in 
accordance to the Scottish Ambulance Service policy on Storage, 
Maintenance and Disposal of Records Policy as follows: 
 

• Applications for employment and job files - 1 year after completion 
of         recruitment procedure 

• Job advertisements – 1 year 
• Disclosure Scotland information – 30 days after the date on which 

recruitment decision or other relevant decisions have been taken 
(see Service Policy on Disclosure). 

 

9.0 PRE-EMPLOYMENT CHECKS 
 
Prior to commencement with the Service pre-employment checks must be 
carried out in line with legislation, guidelines and equal opportunity policies. 
The purpose of pre-employments checks is to ensure that the Service is 
satisfied that they select appropriate candidates based on their health status, 
their past performance/experience and any conviction information which may 
affect their suitability for the post. 
 
Once the Recruitment administrator has received the paperwork back from 
interview they will process the preferred candidate’s paperwork and forward to 
the appropriate Recruitment Officer/admin within 2 working days of receipt.  
Recruitment administrator will also issue regret letters to any unsuccessful 
candidates within 5 working days. 
 
For those held on the waiting list, pre-employment checks will be carried 
out prior to commencing employment and training with the Scottish 
Ambulance Service. 
 
9.1    References 
The purpose of references is to confirm selection decisions.  They should not 
be used as a selection tool.  For this reason, references are followed up for 
the preferred candidate only and should therefore only be requested once the 
preferred candidate has been selected by the selection panel.  For all 
references we must ensure the following:-  
 
• Two references are required, one of which should be the current 
employer and where possible the other should be the last or most recent 
employer  



 
• Where an employers reference is not available a personal reference 
e.g for someone who is self-employed, one should be obtained from a referee 
of some standing in the individual’s community (e.g. doctor. Lawyer, Bank 
Manager, accountant  etc.) not a friend or work colleague.  
• A minimum of 3 years but preferably 5 years previous employment 
should be verified  
• References must be obtained in writing and should be accompanied by 
a letter on headed paper from the organisation/referee where possible. You 
should either (a) send the current reference request forms out but state in the 
cover letter that it must be returned to us with a covering letter on headed 
paper or (b) move the standard reference request questions to letter format 
and send this to the referee and request that the response is on headed 
paper. This will provide better verification that the reference is from the 
employer in question.  
• Where the referee given by the individual does not fit one of the 
categories above then you should discuss with them a more appropriate 
referee or seek their permission to go directly to a senior manager in the 
organisation in question.  
• For internal moves one reference should be from the current line 
manager, provided the current line manager is not involved with the 
recruitment process for the post applied for. 
• Anomalies should be discussed with personnel.  
• References for overseas applicants should be discussed with the 
National Recruitment Manager.  
 
 All referees should have knowledge of the candidate’s skills, knowledge, 
abilities and should be in a position to offer an opinion of suitability for the 
post.  Educational establishments should be used if appropriate, for example 
when a graduate is first entering into employment. 

Employers should note that, although individuals have no legal right under the 
Data Protection Act 1998 to obtain access to a job reference from the 
organisation that gave it, no such exemption exists once the reference is in 
the hands of the organisation to which it has been provided. Thus a job 
applicant about whom references have been obtained and placed on file 
would have the right of access to them. In these circumstances, however, the 
employer is entitled under the Data Protection Act 1998 to decline to disclose 
the reference if it reveals the identity of another individual (eg the author of the 
reference) unless either that individual's identity can be concealed or the 
individual has consented to the disclosure of the reference. 

The employer should also take the necessary steps to double-check that the 
job applicant's qualifications have actually been obtained. Ideally, this should 
be done before the job offer is made. If not the offer letter should state that the 
production of documentary evidence about the applicant's qualifications is a 
pre-condition for employment. The Employment Practices Data Protection 
Code (PDF format, 12MB) (on the Information Commissioner's Office website) 
recommends that the employer should state clearly in its application forms 



and other relevant documentation if applicants' qualifications are to be verified 
in the course of the recruitment process. 

All job offers should be made conditional upon satisfactory references 
being obtained, so that if the references are unsatisfactory, the 
employer can lawfully withdraw the offer without being in breach of 
contract.  

Employers are, as a general rule, not obliged to provide a reference for 
an employee who has left their employment, but if they do so they are 
under a duty of care to ensure the reference is factual, accurate and not 
misleading. (See Managers Briefing Note on References – appendix 25) 

9.2 Occupational Health Clearance 
 
All new employees to the Scottish Ambulance Service or employees moving 
internally into certain posts within the organisation must be screened by 
Occupational Health before an unconditional offer of employment can be 
made.  The procedure for screening candidates is: 
 
• Pre-employment Health questionnaires will be sent out with all offer 
letters, including guidance on the level of health clearance required  
• Recruitment Team forward preferred candidate’s confidential Health 
Questionnaire and job role information to relevant OHS within 1 working day 
of receipt of interview paperwork for external candidates.  If the preferred 
candidate is currently employed by the Scottish Ambulance Service, 
Recruitment administrator will forward the questionnaire to the Personnel 
Advisor who will determine if a further assessment is required (e.g. an ACA 
moving to Technician role will require and advanced level of Health 
Clearance). 
• OHS make a pre employment health assessment based on the 
applicant’s responses to the questionnaire and information about the post. 
• After this, if there is still uncertainty regarding the candidate’s fitness for 
the job, the person will be sent an appointment to attend OHS to be assessed 
clinically by an Occupational Health nurse or doctor 
• OHS will confirm the candidate’s fitness and any recommendations in 
the form of a fit slip to the Personnel advisor/admin.  They will then liaise with 
the manager regarding any recommendations. Non-fitness will be confirmed 
in letter format by the Consultant in Occupational Health Medicine.  
• Once the fit slip has been received and providing all other pre-
employment checks are complete and are satisfactory the Recruitment 
administrator will contact the manager to arrange a start date for the new 
employee 
 
 
A detailed explanation of the requirements for Health Clearance is included in 
appendix 21 The Occupational Health Standards is also included for all posts. 
 



9.3 Procedure for the Disclosure of Criminal Convictions 
The Rehabilitation of Offenders Act 1974 is aimed at helping people who have 
been convicted of a criminal offence and who have not re-offended since. 
 
 
All candidates are provided with the Scottish Ambulance Service Procedure 
for the Disclosure of Criminal Records and are required to disclose all unspent 
convictions in Part B of the Application Form.  There are exceptions under the 
Rehabilitation of Offenders Act and for certain posts within the Scottish 
Ambulance Service applicants are also expected to disclose convictions 
which can otherwise be regarded as ‘spent’.  Such posts are clearly 
highlighted within the procedure. 
 

9.4     Disclosure Scotland 
 
In accordance with the Police Act 1997 and the Protection of Children Act 
2003, there are certain posts within the Scottish Ambulance Service which 
require potential employees to be cleared by Disclosure Scotland.   
 
There are three levels of Disclosure check: basic, standard and enhanced.  
For certain roles this may also include a search of the Lists of Individuals 
Disqualified from Working with Children and/or the Lists of Individuals 
Disqualified from Working with Adults at Risk.  Further information can be 
found in the Scottish Ambulance Service Disclosure Policy (appendix 24).  
The policy also includes a full list of posts requiring a Disclosure check and 
the level of check required. 
 
In February 2011, the Scottish Government is introducing a new membership 
scheme that will replace and improve upon the current disclosure 
arrangements for people who work with vulnerable groups i.e. enhanced 
disclosures.  
 
The Protecting Vulnerable Groups Scheme (PVG scheme) will deliver a fair 
and consistent system that will: help to ensure that those who have regular 
contact with children and protected adults through paid and unpaid work do 
not have a known history of harmful behaviour, be quick and easy to use, 
reducing the need for PVG Scheme members to complete a detailed 
application form every time a disclosure check is required,  
 
It will strike a balance between proportionate protection and robust regulation 
and make it easier for employers to determine who they should check to 
protect their client group.  
 
For the Scottish Ambulance Service this will mean that all those who currently 
require an Enhanced Disclosures (ED) will be required to join the PVG 
Scheme i.e. all staff who have direct contact with patients i.e. children or 
adults at risk. This will include:  
 

• Vehicle crew staff – includes Paramedics, Technicians, Care 



Assistants, Drivers etc. 
 

• Ambulance car drivers – employed and voluntary 
 

• First Responders, Auxiliaries, Contractors 
 

• Any other position which in the future has direct contact with children or 
adults at risk 

 
• Training Managers and Training Officers 

 
• Heads of Service / Heads of Control 

 
During the first year after the PVG Scheme goes live, it will only be available 
to those who are:  
 

•  joining the vulnerable groups’ workforce for the first time;  
•  moving posts or,  
•  whose employment circumstances have changed.  

 
 
The first year of the schemes introduction (end 2010 – end 2011) will involve 
all new staff joining the Service and changing roles (which would require an 
enhanced Disclosure), becoming scheme members. Organisations will then 
be allowed three years to phase in the scheme membership for all existing 
staff (again who currently require Enhanced Disclosure). 
 
The Recruitment administrator will process the Disclosure Scotland 
application within 1 working day.  Once the outcome of the application has 
been received they will notify the recruiting manager and if all other pre-
employment checks are complete a start date can be arranged. 
 
It is important to note that Disclosure checks do not include any overseas 
residence information.  Candidates falling into this category include United 
Kingdom residents, whether British Nationals or otherwise, with recent periods 
of overseas residence, and those with little or no previous United Kingdom 
residence.  All applicants who fall into this category will be required to produce 
evidence of a criminal records check from overseas in addition to the 
Disclosure Scotland check.  If there is difficulty in obtaining such evidence the 
Chair of the Panel must discuss this with their appropriate Personnel 
representative. 
 

9.5  Code of Practice for International Recruitment 
 
NHS Scotland has a Code of Practice for the recruitment and employment of 
healthcare professionals from developing countries. 
 



The code seeks to avoid damaging healthcare provisions within developing 
countries by losing domestic medical expertise to developed countries keen to 
solve staffing shortages. 
 
The Scottish Ambulance Service fully supports the values and principles of 
the code and requires recruiting managers to ensure that all overseas 
appointments consider the ethical and moral implications of appointing from 
developing countries.  Scottish Ambulance Service Personnel Department will 
support recruiting managers in interpreting the application of the code of 
practice and will submit monitoring information to the Scottish Executive 
Health Department.   
 
Appendix 25  contains a briefing and guidance document which illustrates the 
requirement of the code of practice for international recruitment of healthcare 
professionals in Scotland and the implications for Scottish Ambulance 
Service.  Should any recruiting manager consider appointing from overseas 
they should take advice from the appropriate Personnel Advisor in the first 
instance. 
 

9.6   Work Permits 
 
Candidates who are not Nationals within the European Economic Area may 
require a Work Permit under Tier 2 of the Points Based System (PBS) for 
Immigration. Part A of the application form requires candidates to declare 
whether or not they require a work permit and it is extremely important that 
the panel check each candidate’s application form to ensure a work permit is 
not required. 
 
The Recruitment Team will identify those candidates indicating they require a 
work permit at application stage.  These applications will not be put forward 
to the shortlisting panel.  If, however, there is no appointment made to the 
post and there are applications from candidates requiring work permits the 
recruiting manager should contact the relevant Personnel team/department to 
discuss. 
 
Where a preferred candidate requires a work permit advice should be sought 
from the local Personnel team before an offer is made.  From 1 April 2009 
Tier 2 skilled jobs (previously positions that required work permits) under the 
PBS scheme requires the employer to advertise jobs to resident workers 
through Jobcentre Plus before they can bring in a worker from outside 
Europe. (It will be more difficult for migrant workers to successfully apply for 
such jobs as the employer would need to be a registered sponsor and to 
demonstrate that no suitably qualified EEA worker has applied.) 

 



9.7 Asylum and Immigration - Prevention of Illegal Working 
 
Section 8 of the Asylum and Immigration Act 1996 requires all employers in 
the United Kingdom to make basic document checks on every person they 
intend to employ.   
 
Before commencement of employment managers should ensure that the new 
employee is eligible to work in the UK.  To avoid discrimination, the checking 
of eligibility to work in the UK should be carried out for every potential 
employee and assumptions should not be made that a certain individual has 
eligibility. 
 
In order to comply with legal requirements eligibility to work in the UK should 
be checked for all new employees prior to commencement in post in 
accordance with the guidance provided in Appendix 20. Please also refer to 
this guidance on checking documentation. 
 
It is worth noting that it is an offence to employ anyone whom the 
employer knows is subject to immigration control and has not been 
granted leave to enter or remain in the UK or his/her leave to enter or 
remain in the UK is invalid, has expired or is subject to condition 
preventing him/her from accepting the employment. 
 
Both employing organisations and their senior staff and officers can be 
charged with offences under the Bill. Individuals found guilty could face 
a maximum prison sentence of two years or a fine. 
 

9.8   Qualifications 
 
Original educational certificates must be sought where required.  The original 
certificates must be viewed to ensure that they have not been tampered with. 

A copy of any certificates or qualifications should be taken and kept on 
the individual’s personal file.9.9 Confirmation of Registration 
 
Suitability for employment and standards of practice for many groups of health 
care professionals are regulated by means of maintenance of professional 
registers.  Individual members of each profession must satisfy specified 
requirements with regard to qualifications and experience in order to be 
admitted to the relevant register, and are liable to removal from the register for 
failing to maintain appropriate standards in the exercise of their professional 
duties.  
 
Regulatory requirements apply to staff directly employed, supplied by an 
employment agency, or working on a voluntary basis, as well as to the staff of 
independent contractors providing services to NHS patients.  Failure to check 
a practitioner’s (for example Paramedics, nurses, etc) details against the 
appropriate register places the public, the organisation and professional 



colleagues at risk.  It is essential therefore that a potential employee’s current 
registration is verified prior to appointment and periodically thereafter.   
 
Although practitioners have a personal responsibility to maintain their 
registration, the only sure method to verify registration of new, or existing, 
employees is to use the appropriate council’s confirmation service.  
Registration can usually be checked by telephone or via the internet.   

10.0 OFFERS OF EMPLOYMENT 
 
A contract of employment exists when an offer of employment is made and in 
turn accepted.  The offer can be verbal or in writing. 
 
All posts within the Service are subject to the satisfactory completion of a one 
year probation period. During this period the employee will be regularly 
assessed and will be required to demonstrate acceptable levels of 
performance throughout the period before the employment is confirmed. The 
appropriate manager will discuss the detailed plan for the probation year with 
the employee on commencement of employment. 

10.1     Conditional Offer 
 
The process for making an offer of employment is as follows 
 

a) Chairperson verbally offers the successful candidate the post, subject 
to satisfactory references, health checks and Disclosure Scotland 
check 

b) Once successful candidate has accepted verbally, all unsuccessful 
interviewees  will be advised in writing 

c) Chairperson  returns all paperwork to Recruitment administrator 
d) Recruitment administrator will issue Offer of Appointment (Principal 

Statement) and, where applicable, Disclosure Scotland Application 
Form to successful candidate. All offer letters and contracts must be 
signed by the appropriate senior manager (General Manager, Head of 
Dept, Director) 

 
A conditional offer of employment can be made prior to completion of other 
pre-employment checks.  The manager may offer employment verbally, 
however they should ensure that they clearly state that the offer is 
conditional and subject to receipt of satisfactory pre-employment 
checks. 
 

10.2 Unconditional Offer 
 
An unconditional offer of employment cannot be made until the above checks 
have been completed satisfactorally. The offer will be made once all pre-
employment checks are complete and a start date has been arranged 
(Welcome letter).  Whilst the offer may be verbal in the first instance, this 



would require to be followed up in writing including the necessary statement of 
terms and conditions of employment (Statement of Written Particulars) 
 
The Recruitment administrator will issue an unconditional offer of 
employment.  This letter will advise the prospective employee of their terms 
and conditions of employment, their start date, details concerning their 
induction and details of the paperwork that they are required to bring on their 
first day of employment, in order to complete all payroll and other related 
documentation. 
 
The contract of employment will also be issued at this stage (within 3 months).  
Copies of the offer letters and the contract will be copied to the recruiting 
manager.               
                                                                                           

11.0 COMMENCEMENT OF EMPLOYMENT 
 
On the day that the employee commences employment the line Manager 
must ensure that a Notification of Appointment form is completed.  Managers 
must ensure that all relevant information is produced by the employee to 
support payroll documentation start papers and that copies are provided, as 
appropriate.  The information required is as follows: - 
 

• P45 (if available)  
• National Insurance Number  
• Bank details (including account number, sort code and bank address)  
• Passport or Original Birth Certificate  
• Original registration details  
• Original qualification certificates  
• Original payslip (if appropriate, or unless already submitted)  
• Original copy of Staff Transfer Certificate, if not already submitted  

 
The Notification of Appointment form and associated documents must then be 
forwarded to the appropriate Personnel/Administrator within 2 working days of 
them being completed. 
 
These papers will then be actioned by the Personnel/Administrator within 2 

working days of being received from the Manager. 

 
The Manager also has the responsibility to ensure that the employee is issued 
with a photo ID badge and other relevant paperwork. 
 
 
 
 



12.0 INDUCTION 
 
The induction of the employee into the organisation is essential as it marks 
the beginning of the formal relationship between the employer and employee. 
 
A structured and positive induction programme will: 

 
• Help the employee settle into their new environment; 
• Help employees understand their responsibilities; and 
• Ensure that the organisation receives the benefit of a well trained and 

motivated employee as quickly as possible. 
 
All new employees are required to attend a National/Corporate Induction Day 
which should be booked through the training/recruitment department. 
(Appendix 27) 
 
The use of an induction checklist to ensure all essential topics are covered is 
strongly recommended, as is the setting of reviews to check that learning has 
taken place. 
 
The Training Department are available to offer assistance as required. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


