……………. Dental Practice Recruitment Protocol

Employing Staff








The need to recruit a new member of staff is an ideal opportunity to review the overall efficiency and functioning of the practice. For example, before advertising for a new receptionist, consider whether the practice could do better served by recruiting a dental nurse whose job description included both dental and clerical duties, or perhaps a practice manager. Discuss this with your staff members; they may have some good ideas.

Before you start to write the job advertisement, consider the type of personality who will fit in with your existing staff, as well as the skills, knowledge and experience required.  If you are starting from scratch or are looking to introduce a new culture into an established practice, consider you overall vision of the practice.  When considering applicants, remember that staff members must be able to work together as a TEAM within the dental practice.

The recruitment procedure involves:

· Analysing the practice situation and job requirements.
· Developing the job description and person specification

· Advertising the position

· Application form to be completed

· Pre-Employment Medical Questionnaire to be completed

· Reviewing the applicants and CVs received

· Short listing the applicants

· Interviewing

· Offering the job

· Follow up references

· Unsuccessful candidates – informed in writing.  Unsuccessful candidates can come back and ask why they were unsuccessful and you are legally bound to respond and be able to defend your decision.

Points to remember:

· Describe the job and person specification in the advertisement; do not discriminate on grounds of disability, sex, gender reassignment or race

· Instead of asking for CVs, you may prefer to develop standard application forms which specifically seek details and qualities you consider important for the job (this helps with short listing)

· Send short listed applicants a detailed job description before the interview

· At interview, score candidates according to the requirements of the person specification and use this as a basis for appointment

· Provide written confirmation of the job offer, including basic terms and conditions of employment; this will suffice until a written contract of employment is issued

· Make the job offer conditional upon satisfactory references and take them up

· Some simple monitoring of applicants will ensure you are not discriminating in your recruitment process

· PVG clearance is essential before an applicant can be employed
Interviewing


[image: image1]
The key to interviewing is preparation:

· Identify how you want to explore and draft suitable questions

· Essential elements of the position

· Explore job qualities and candidates qualities

During the interview itself:

· Introduction  – your position and role within the practice

· Describe the job, from the job description, and discuss with the applicant

· Keep a record of the applicants responses – use the interview forms as this is an essential for your own protection

· Inform the candidate of the next step in the process

· Make your selection and offer the position to the successful candidate

· Inform the unsuccessful applicants

· Successful candidate to complete a Pre Employment Questionnaire – available from NES Human Resources, Edinburgh

If answers given concern you, you can approach the candidates GMP and ask there opinion as to the individuals suitability for the job – you must however let the new employee know the rights under

· Access to Medical Reports Act 1988

Points to note:

· Do not employ people who are likely to have an unacceptable absence from work

· New employees have an immediate entitlement to 28 weeks SSP

Policy Last updated:
_______________   
Date of next review:
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[Name and/or designation of responsible person]
Signature:
_______________

The following staff have read and understood this policy [include all team members].

	Dental Team Member 
	Position
	Signature
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Application Forms





Arrive





Produce Short List





Interviews


Assess candidate’s qualifications and experience against the job requirements








