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1. INTRODUCTION 
 
Manchester Metropolitan University Recruitment and Selection Code of 
Practice 
 
A primary objective of the University’s HR Strategy is to attract, retain and develop 
staff of the highest caliber.   
 
The Code of Practice on Recruitment and Selection is an important element of the 
Manchester Metropolitan University Personnel Strategy for the achievement of 
excellence in all aspects of recruitment and employment.    Moreover, the University 
is committed to the achievement of equal opportunities.  This is central to our 
mission as a University and as a provider of higher education. 
 
The Code is regularly reviewed to incorporate new policy commitments and to 
ensure full compliance with employment legislation. 
 
The Code sets out what should happen at each stage of the recruitment process – 
from when a vacant position arises to when that position is filled.   The practices and 
processes set out in the code are an important feature of the employment aspects of 
the University’s Equal Opportunities Policy. 
 
Anyone who is involved in any stage of the recruitment process is working on behalf 
of the University. The Code of Practice should be followed by everyone involved in 
the filling of vacant jobs. Any breach of the Code may lead to disciplinary action. 

 
Purpose of the Code? 
 
The Code exists in order to help us: 
- Maintain best practice; 
-  Improve management performance in the recruitment process;  
-  Eliminate discrimination, which is against the law, and against Manchester 

Metropolitan  University policy. 
-  To think about a vacant job and how it fits in with other jobs before it is 

advertised; 
-  To consider what skills, abilities and knowledge somebody will need in order 

to do a particular job; 
-  To assess whether or not candidates can demonstrate the skills, abilities and 

knowledge required by the job; 
- To achieve the appointment of the best person available. 
 
2. LEGISLATION 

 
The context within which the recruitment process takes place is heavily influenced by 
certain Acts of Parliament, including the Data Protection Act, and the consequential 
regulations and codes of practice that these have necessitated.  In particular, it is 
against the law to discriminate against someone in the recruitment process on 
grounds of their: 

 
 gender 
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 marital status 
 colour 
 ethnic or national origin 
 disability 
 trade union membership or activities 
 religion (from 2003) 
 age (from 2006) 
 
 A summary of the key pieces of legislation and their impact on the recruitment 

process is contained within Appendix II. 
 
 The University recognises and accepts its responsibilities under the law.  However, 

our approach is not limited to the achievement of the minimum standards imposed 
by law we are committed to achieve best practice. 

 
3. CONFLICT OF INTEREST 
 
As a general principle, no Manager should be involved in any stage of the 
recruitment process where a relative, partner or close friend is involved.  Where 
there is any doubt about a potential conflict of interest, e.g. where relatives or close 
friends are candidates for appointment, the advice of the Personnel Director or 
Personnel Manager should be sought. 
 
4. ROLE OF PERSONNEL 
 
It is the responsibility of the Personnel Division, to ensure that the Panel have all the 
right information at the right time.  In order for this to happen, it is necessary to keep 
the relevant Personnel Officer informed of proposed timescales that should, of 
course, be realistic.  A close dialogue with the appropriate Personnel representative 
is necessary in order to ensure the smooth running of the process.  
 
In summary, the Personnel Division will provide the following support: 
 
- advise on the preparation of the job description and person specification; 

- assist with the preparation of the advertisement; 
- process the advertisement; 
- handle all enquiries from potential candidates; 
- coordinate the preparation of the job pack and issue it to candidates; 
- provide information packs to the short listing panel; 
- obtain confidential references; 
- write to all candidates at the conclusion of the process; 
-          advise on any conditions of service issues; 
- provide salary assessments for short listed candidates; 
- advise on work permits. 
 
Note: Room bookings and refreshments should be organised by the relevant 
department/ faculty. 
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5. RECRUITMENT PROCESS 
 
Before Advertising  
 
5.1 Job Analysis 
 
Whenever a post becomes vacant, it is important to think critically about the job 
before commencing the vacancy filling procedure.  Job analysis is a process that 
should be undertaken by a manager at the earliest stage.  
 
Job Analysis comprises a review or preparation of the Job Description (see section 5.2) 
followed by an examination of the skills, abilities and knowledge that are either 
essential or desirable for the postholder to fulfil the functions assigned to the job.  The 
outcome should be the production of the Person Specification (see Section 5.3) 
 
The following people can provide assistance in the job analysis review process: 

- the person leaving through an exit interview (see appendix  III) 
- other employees in similar posts 
- Personnel Officer 

 
Consideration should be given to the following: 

  - What is the job to be filled? 
   - Is it the same job as originally envisaged? 
   - Is the job required in exactly the same way? 
   - Is it fulfilling its purpose? 

- Is there an unacceptably high turnover? (this may mean that something 
about the job needs changing) 

- Is the grade appropriate? (see section 5.4) 
   - Can the job be enriched in any way to increase job satisfaction? 

- Is this an area of work where specific racial groups or women/men or 
disabled people are under represented?  If yes, consideration should 
be given to what steps can be taken to remedy this situation at each 
stage of the recruitment process. 

- Are there any conditions or access issues that could inhibit the 
recruitment of disabled people? 

 
5.2 Job Description 
 
What should be in a Job Description? 
(See Appendix IV) 
All job descriptions should contain  
 
- an accurate job title; 
- the main purpose of the job; 
- reporting relationships;  
- other main contacts; 
- duties and responsibilities which need to be performed to achieve the main 

purpose of the job; 

2004 Version 2 
Issued by the HR Division  



THE MANCHESTER METROPOLITAN UNIVERSITY 
HUMAN RESOURCES DIVISION 
   
- days and hours of work if part time; 
- any other special requirements, e.g. health and safety responsibilities; 
-        the equal opportunity aspects of the function and the specific responsibility    
                 of the postholder in this respect. 

The following statements should be added to all Job Descriptions: 
 
‘Such other relevant duties commensurate with the grade of the post as may 
be assigned by the Manager in agreement with the postholder.  Such 
agreement should not be unreasonably withheld.’ 
 
‘It is the responsibility of employees to apply the University’s Equal 
opportunities Policy in their own area of responsibility and in their general 
conduct.’ 
 
‘You may, with reasonable notice, be required to work at any of the Manchester 
Metropolitan University sites.’ 
 
5.3 Person Specification 
 
What is a Person Specification? 
It is a description of the skills, abilities and knowledge required to perform a job.    
 
What should it contain? 
It should contain: 
 
- A list of the essential requirements needed to do the job.  Those skills, etc 

that are listed as essential are those without which a candidate would be 
unable to fulfil the job description. (Note: the inclusion of a non-essential item 
could lead to allegations of indirect discrimination) 

 
- A list of those qualities, etc that would be desirable in a successful 

candidate.  These are skills, etc that would enhance an application but without 
which a candidate could still fulfil the job description. 
 

- Any special requirements/circumstances relevant to the post, e.g. need to 
work evenings. 

 
- The means by which qualities, knowledge, skills and experience will be 

assessed eg by application form, presentation, test, interview. 
 
It may be helpful to bear the following in mind when preparing a Person 
Specification: 
 
- check the language to ensure it is written in clear, plain English. 
 
- Avoid subjective or negative criteria, e.g. ‘must be able to work under 

pressure’ or ‘to work in stressful situations’.  These are subjective terms and 
cannot be tested at interview.  Also, stress and pressure mean different things 
to different people. 

2004 Version 2 
Issued by the HR Division  



THE MANCHESTER METROPOLITAN UNIVERSITY 
HUMAN RESOURCES DIVISION 
   
 
- Check each item for elements which could lead to unfair discrimination. 
 
- The means by which all statements on the Person Specification will be 

assessed, e.g. communication skills (through a presentation and the 
interview), particular skills (by test or by examination during the interview), 
qualifications (by the production of documentary evidence), etc. 

 
Advice on all the aforementioned matters can be obtained from your Personnel 
Officer. 
 
The form to be used for the person specification is attached (see Appendix V). 
 
5.4 Post Approval Process 
 
All appointments to posts (and their grades) must be authorised by the Personnel 
Director on a Post Approval Form (Appendix VI).  This form is obtainable from your 
Personnel Officer. 
 
On the Post Approval Form a clear statement should be made detailing the reasons 
why the post should be filled (wherever possible).   A copy of the revised job description 
should be attached to the Post Approval Form. 
 
Once completed, the Post Approval Form should be submitted for authorisation by the 
appropriate Head of Department or Section Head, and by the Dean/Faculty Secretary 
or Head of Division.  By signing this form, they are agreeing that the post needs to be 
filled at the approved grading level.  It should then be sent to your Personnel Officer, 
along with a copy of the Job Advert, Job Description and Person Specification.   
 
Where it is proposed to create a new post or where it is considered that the existing 
grade is no longer appropriate, discussion must take place with the Personnel Manager 
prior to the submission of a Post Approval form. 
 
Once the request to fill a vacant post has been approved by the Personnel Director, the 
manager and the Personnel Officer will receive a signed copy of the Post Approval 
Form for retention. 
 
5.5 Advertising Policy 
It is normal to advertise posts externally other than in a limited range of 
circumstances, eg to achieve a secondment; to cover temporary vacancies or 
transfers ; or where there are qualified staff who are supernumerary to requirements.  
Advice can be sought from your Personnel Officer. 
 
Size of the Advert 
 
Normally advertisements will be restricted to between 80 and 130 words.  
 
Please note that the above includes the advert ‘header’ and ‘footer’, which will be 
added by Personnel. 
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Advertising Deadlines and Processing of the Advert 
 
The processing of advertisements is done every two weeks.  Please discuss exact 
dates with your Personnel Officer. 
 
Advertising Costs 
 
Establishment Posts 
The Personnel Division will pay for one advert. 
The cost of a second advertisement (the cheaper of the two) will be recharged to the 
Department concerned. 
 
Funded posts 
Paid for by the relevant Department 
 
Where Advertised 
 
Arrangements can be made for advertisements to appear in specialist journals.  
Academic posts normally appear in the education supplement of the Guardian 
(Tuesdays) or the Times Higher Educational Supplement (Fridays). Non-academic 
posts normally appear in the Manchester Evening News (on a fortnightly basis), or 
the Sentinel for posts based in Crewe and Alsager, on the most appropriate day. 
 
Posts may appear on WWW.JOBS.AC.UK and will be charged to the Department. 
 
A selection of posts appear in the local newspaper Area News  
 
All posts appear on the University’s internal vacancies bulletin and MMU website. 
 
Where there is under-representation of racial minorities within the relevant 
occupational group, guidance on appropriate forms of positive action may be 
obtained from the Personnel Division. 
 
Preparing the Advertisement 
 
The advertisement should summarise the main requirements of the job - which are 
contained in the Job Description and Person Specification.  Advice may be sought 
from your Personnel Officer. It is necessary to include the key essential requirements 
from the person specification in the advertisement.  The aim of the advertisement is 
to appeal to readers by bringing out the main points of interest in a job. It is advisable 
to avoid statements which are un-necessary, over-long or bureaucratic.  The 
advertisement should be concise but the Personnel Officer will add a statement 
affirming the University’s commitment to equality of opportunity.  Where there is 
under representation of people from the ethnic minorities or from disabled people or 
men/ women (in a department or in an occupational group) it will be necessary to 
consider what positive action can be taken to attract a broader range of candidates.  
The Personnel Manager or your Personnel Officer will advise on this matter. 
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Remember, levels of qualification or experience specified must be justified in terms 
of the specific demands of the post.  General statements such as ‘the possession of 
a degree will be an advantage’ should not be used. 
Responsibility for the preparation of the Job Description, Person Specification 
and Job Advertisement rests with the appropriate Manager, but your 
Personnel Officer is available to offer advice on all aspects of the recruitment 
process. 
 
5.6 The Selection Planning 
 
In order to get the maximum benefit from a panel selection process, each panel 
member needs to consider in advance: 
 
- the Job Description; 
- the Person Specification; 
- method of assessment to be used; 
- what information applicants may need at, or prior to, interview. 
 
As soon as it is known who is on the panel, the panel should meet to set dates and 
plan the whole recruitment process.   
 
5.7 Short listing 
 
Confidentiality 
Application forms and the proceedings of interview panels are strictly confidential.  
Application forms must not be left lying around - they should only be made 
available to the interview panel.  Panel members should treat all information on 
applicants and all their deliberations as strictly confidential. 
 
Method 
Short-listing should normally be carried out by the panel selected for interviewing.  
Following agreement by the panel at the planning meeting, each panel member 
should have a Short-listing Form (Appendix IX), which will be forwarded by 
Personnel.   
 
On this form you should list all the factors from the Person Specification, which it was 
judged could be assessed from the application form.  Each panel member should 
individually assess every applicant against each requirement, and record their 
individual view on the Short-listing Form.  The Panel should compare notes, discuss 
and agree whether or not each application meets the essential minimum 
requirements and the decision should be recorded on the Short-listing Form. 
 
No matter how many applications are received, it is essential that all 
applications are read, assessed and recorded. 
 
All disabled candidates who meet the minimum, essential criteria are to be included 
on the shortlist. 
 
The Personnel Officer will retain shortlisting forms in the recruitment file for six 
months in case there is any formal challenge about the process. 
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In cases where none of the applicants meet the essential minimum requirements, the 
job will need to be re-advertised. 
  
Re-advertising 
Before re-advertising, you should ask yourself the following: 
- can the advertisement be improved? 
- was the advertisement put in the right place at the right time? 
- are the job requirements realistic? 
- is the job itself realistic? 
 
5.8 The Assessment Process 
 
Size and Composition of the Panel 
The size and composition of appointment panels are set out in the document 
Appointment Procedures (Appendix VII) 
 
The Chair of the Panel will have completed the University’s training course on 
recruitment and selection (core module and interviewing skills). 
 
Ideally, each panel must have at least one other person who has completed the 
University’s training course on recruitment and selection. It is the University’s 
objective that all managers attend this training course. 
 
The Role Of The Panel 
The Panel’s purpose is to assess each individual applicant in as objective a way as 
possible, against the requirements contained within the Person Specification (not 
against other candidates).  The Person Specification is, therefore, key to effective 
assessment. 
 
The best way of avoiding problems in assessing the candidates is to ensure: 
 
- that the entire panel are aware of the purpose of assessment - what skills are 

being tested; 
 
- that the short-listing and interviewing is properly prepared for, planned and 

controlled on the basis of the person specification; 
 
- that the short-listing and interview focuses on obtaining relevant evidence on 

which to make a decision; 
 
- that efficient and fair questioning techniques are used, eg the same core 

questions are asked of each candidate; 
 
- that monitoring and regular checks of the selection process takes place. 
 
A common fault in assessment is to reject people who have the qualities expressed 
in the person specification in favour of people who have qualifications or experience 
in excess of that required.  Qualifications and achievements not listed on the person 
specification should not normally be considered in short-listing or final selection. 
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The Role Of The Chair 
The Chair of the recruitment panel plays a key role throughout the process. Some of 
the key tasks assigned to the Chair are set out below: 
 

o In consultation with the Personnel Officer, ensure that the job description and 
person specification are up to date, relevant, and conform to the principles set 
out in the code of practice. 

o Take responsibility for the management of the shortlisting and interview 
processes. 

o Ensure that any disabled candidate meeting the essential criteria for the post 
is included on the final shortlist.  If the desirable criteria are not used to reduce 
the shortlist, the panel chair must keep the information about the disabled 
status of the candidates confidential. 

o Ensure the questions to be asked during the interview are appropriate and 
agree which panel members should lead on each topic. 

o Ensure candidates have the opportunity to ask questions or raise any relevant 
issues. 

o Ensure all panel members have the opportunity to express their views on 
each of the candidates and that in so doing they confine themselves to 
matters relevant to the job description and the person specification. 

o Lead the discussion at the conclusion of the interview towards achieving a 
consensus as to which candidate is the best person for the job. 

o Where there is a difficulty in achieving a consensus view, the chair will lead a 
more rigorous analysis of the interview and test outcomes focusing 
particularly on those criteria within the person specification, which are 
considered to be the most important. 

o Establish that the appropriate documentation in relation to asylum and 
immigration and academic and professional qualifications has been properly 
inspected. 

o Verify that there is nothing contained within the references for the successful 
candidate that might reasonably prevent a formal offer of appointment being 
made (see section 6). 

o Contact the successful candidate to make the initial (oral) offer of appointment 
(see section 7). 

o Contact the unsuccessful candidates to advise them of the outcome and to 
provide feedback. 

o Manage the record keeping process (see section 5.10).  
 
5.9 Interview Process 
 
Preparation 
Consideration should be given to the following: 
 
- ensure that the interview has been carefully prepared in advance, including 

prior study of the application form, preparation of interview questions and the 
allocation of interviewer roles. 

 
- Establish a timetable for interviews and reception arrangements for 

candidates.  Inform all staff who may have to meet and greet the candidates, 
e.g. reception staff or administrative staff.  Keep in mind that candidates are 
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likely to be feeling nervous.  It is important, therefore, to make them feel 
comfortable from the time they arrive until they leave. 

 
- Ensure that the venue is not intimidating, is free of interruptions either from 

the telephone or people and is accessible to all candidates.   
 
- If you are expecting a disabled candidate please seek further advice from 

your Personnel Officer regarding aids and accessibility.  So far as possible, all 
interviews should be held in accessible premises. 

 
- Identify whether candidates have any other special requirements, e.g. 

dietary. 
 
- Make all necessary room bookings. If presentations are a part of the interview 

process then ensure that appropriate equipment is booked and working, e.g. 
overhead projector/Power Point. 

 
- If the interview process lasts a whole day, you may wish to arrange the 

provision of a lunch. 
 
- If candidates have a long way to travel or if the interview process lasts more 

than one day, Personnel will make arrangements for overnight 
accommodation as appropriate. 

 
Inviting Candidates to Interview 
 
The appropriate Personnel Officer will do this.  If you are sending out additional 
information perhaps relating to a presentation or case study, then you should ensure 
that this is provided to Personnel. 
 
Preparing Questions 
 
You should know which items on the Person Specification you want to assess at 
interview and develop your questions accordingly (see Interview Preparation Form, 
Appendix VIII).  Follow-up questions to seek further information or elaboration in 
relation to relevant points made in answer to questions, represents good practice.  
The asking of private or personal questions, particularly concerning a job applicant’s 
family responsibilities or ethnic background, can constitute sex or race 
discrimination, should the applicant subsequently not be offered a job.  In the case of 
a disabled candidate, it would be appropriate to establish if there are any special 
requirements that the University would need to address in order to facilitate their 
employment. The general rule is that you should only ask questions that are job 
related. 
 
The Interview 
 
The main purposes of the interview are: 
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- to provide the selection panel with relevant information - beyond that already 

contained in the application form - about a candidate’s suitability for 
employment; 

 
- to allow candidates the opportunity to demonstrate their skills, knowledge and 

abilities against the Person Specification; 
 
- to provide the candidate with more information about the job and the 

department in order to help him/her decide whether to proceed with their 
application. 

 
Observers 
 
Staff may attend interviews as an Observer, as part of their training and/or personal 
development.  Such an observer is subject to the same rules of confidentiality as the 
rest of the panel.  An observer must not participate in, or contribute opinions to, the 
panel interview.  If an observer is present it must be made clear to all interviewees 
that there is an observer present and why. 
 
Fair Interviewing 
 
Candidates should be measured against the person specification only.  You should 
avoid making comparisons between the candidates and the person currently doing 
the job (or the previous postholder).  Interviewers need to keep an open mind if the 
interview is to be conducted successfully.  It is wrong to discuss or make the 
selection decision during the interview process because this means you won’t have 
an open mind for later candidates.  The final decision must be made after all the 
interviews are complete.  Remember to create an open and friendly atmosphere in 
the interview situation; the intention being to put the candidates at ease, not to 
frighten or trick them. 
 
Note-Taking in the Interview 
 
Notes for each candidate should be attached to the Candidate Assessment Form 
(Appendix X); which Personnel will provide. The notes taken should be confined to 
the responses made by each candidate in response to the questions put by the 
panel. 
 
Each panel member should decide for themselves against each requirement on the 
person specification, whether a candidate: 
 
YES  - meets the requirement; 
NO  - does not meet the requirement; 
NOT SURE - further discussion is required about this requirement, with  
   other panel members. 
 
Assessment Tests 
 
The use of tests may be appropriate with some jobs but, as with any other exercises 
used to assist selection, they must be linked to the key elements contained within the 
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Person Specification and, where appropriate, should be properly validated to ensure 
there is no bias. Advice should always be obtained from the appropriate personnel 
representative. 
 
Reaching a Decision 
 
In making your decision, you should only use the information obtained from the 
application form, from the interview and from a test (if one has been done).   
 
The Panel should aim to reach a consensus decision. 
 
No appointable candidates 
 
The job will need to be re-advertised.  The Panel should reconsider the viability of 
the job itself, the person specification and the advertisement (see page 10). 
 
5.10 Record Keeping 
 
The Chair of the Panel should keep the panel’s assessment of each candidate on 
the candidates’ assessment form. This should represent the consensus view of the 
panel. 
 
Notes should be sufficient to allow the Chair to provide feedback to unsuccessful 
candidates.  Remember, the objective of providing feedback is to help the candidate 
with constructive comment or suggestions in relation to those aspects of their 
performance during the process where they did not demonstrate to the satisfaction of 
the panel that they met in full all essential requirements in the person specification. 
Positive comments about where they did achieve an appropriate standard should 
also be provided. 
 
Notes may be scrutinised by an Employment Tribunal in the event of an allegation of 
discrimination or unfair treatment by a candidate. 
 
Under the Data Protection Act any notes or other information about a candidate that 
are currently held on file, must be produced on demand for inspection by the person 
to whom they relate. 
 
These notes will be kept in Personnel, along with the job file, for 6 months. 
 
6. REFERENCES 
 
Where it is intended to use certain information obtained by way of the 
reference in the assessment process, this should be made clear in the person 
specification and in the request to the referee. It would also be necessary to 
explain how this part of the process will be managed. 
 
Otherwise, the purpose for obtaining references is to check that there is no known 
reason for not proceeding with the offer of the post to the successful candidate. The 
personnel adviser or the panel Chair will advise the panel at the conclusion of the 
process whether the references are satisfactory. References are sought from the 
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present employer or, if unemployed, the most recent employer, together with one 
other person nominated by the candidate.   
 
The references should only be applied for in relation to shortlisted candidates.  In 
those cases where candidates have asked that a referee be not approached in the 
first instance, the candidates should be asked if this can be waived prior to the 
interviews taking place.   
 
Job offers should not be made ‘subject to satisfactory references being 
received’. 
 
7. THE OFFER OF APPOINTMENT 
 
7.1 The Asylum and Immigration Act is referred to in Appendix II. The successful 
candidate will be required to complete a questionnaire and to provide one of a list of 
original documents in order to demonstrate eligibility to work in the UK. Details of this 
will be included in the information pack provided to candidates. 
 
7.2 All offers of employment to candidates from outside the University must be 
subject to the satisfactory completion of the University’s medical procedures and, 
where appropriate, to the production of relevant professional and/ or academic 
qualification certificates. 
 
8. DATA PROTECTION  
 
Candidates can expect, by law, that personnel information provided by them 
will be treated as being confidential, ie it will not be released to any other party 
without their express consent (see Appendix II).  This also means that 
recruitment records will not be retained longer than is necessary.  It is the 
practice of the University to destroy recruitment records (of unsuccessful 
candidates) after six months. 
 
9. TRAINING  
 
Training will be provided on the Code of Practice for all those who have to conduct 
selection interviews.  Such training will cover: 
 
- interview techniques; 
- legal aspects; 
- practice interviews; 
- general principles of Equal Opportunities. 
 
10. MONITORING 
 
The University is committed to the monitoring of its recruitment policies and has 
procedures for monitoring applications and appointments in terms of the ethnic 
origin, gender, marital status and stated disability of applicants. 
 
A copy of the Manchester Metropolitan University Equal Opportunities Policy 
(Appendix I) is provided to all prospective candidates. 
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In addition to the production of management information on equality of opportunity 
(see above) and on responses to individual job advertisements, Personnel Officers 
will conduct quality checks on a random selection of recruitment exercises. This will 
involve seeking information from Panel Chairs and from candidates about the 
management of the process; the information provided; and the selection techniques 
used. 
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  APPENDIX I 
The Manchester Metropolitan University      
Equal Opportunities Policy 
 
 
Our Commitment 
 
We are committed to the achievement of equal opportunities.  This is central to our 
mission as a University and as a provider of higher education. 
 
We recognise and accept our responsibilities under the law. We believe 
discrimination, either direct or indirect as defined in law, is unacceptable and 
we will not tolerate it. In the same way, victimisation, as defined in law, is 
unacceptable and will not be tolerated.  
 
However, our policy is not limited to the minimum standards imposed by the law.  We 
are committed to achieve best practice in the area of equal opportunities.  Everyone 
who is or who seeks to be a member of staff or a student of the University is entitled 
to receive equality of opportunity and treatment that is appropriate and fair 
irrespective of: 
 

♦ age 
♦ colour 
♦ disablement 
♦ marital status 
♦ race/ethnicity 
♦ religion 
♦ sex 
♦ gender 
♦ employment status 
♦ sexual orientation 
♦ nationality 
♦ caring responsibility 
♦ socio-economic status 
♦ other unjustifiable factors 

 
This list is not exhaustive. 
 
We will be proactive in all matters relating to equality of opportunity and diversity. We 
value and will celebrate the richness brought to our activities by a diverse institution. 
We recognise and will seek to reflect the positive contributions brought to the 
University by the variety of its staff and students. 
 
We also recognise that the expression of diversity must be consistent with the values 
that underpin this policy document. 
 
Additionally, we recognise that despite our best intentions circumstances may arise 
where we fail to provide an appropriate and professional service to people, 
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consistent with the aims of this policy.  We are committed to take action in such 
circumstances.  
 
Responsibility 
 
All members of the University will take responsibility for their actions. 
 
Specifically: 
 
♦ The overall managerial responsibility for equal opportunities lies with the Vice 

Chancellor, who is accountable to the Board of governors.   
 
♦ All managers and supervisors are responsible for ensuring that this Equal 

Opportunities Policy is implemented in their areas of responsibility. 
 
♦ The Director of Personnel is responsible for taking action in relation to equal 

opportunities in employment matters, for monitoring the effectiveness of the 
policy and for ensuring appropriate provision of supportive staff development. 

 
♦ The Academic Director, Deans of Faculty and Heads of Department are 

responsible for taking action in relation to equal opportunities in the operation of 
academic programmes. 

 
♦ All employees and students are responsible for ensuring that they act at all times 

in a way that is consistent with our equal opportunities policy.  Individuals may be 
personally accountable should any complaint arise or in respect of breaches of 
policy. 

 
♦ People not employed by the University but who play a part in its activities, e.g. 

visitors, clients, contractors and suppliers of goods and services will be made 
aware of our expectation that they will operate within the scope of this policy. We 
will expect contractors and suppliers to demonstrate their commitment through 
evidence of their own equal opportunities policy. 

 
Scope of the Policy 
 
The University seeks to ensure equality of opportunity and treatment in relation to all 
of its activities, both as an employer and as a higher education provider. 
 
As an institution of higher education, we will seek to offer within our admissions 
policies, equal opportunities for access to courses and to the range of facilities we 
provide for students. We will seek to encourage the participation of students from a 
variety of backgrounds, at various stages of their lives and careers, and with a wide 
range of qualifications and experience. We believe that students should benefit from 
and take pride in being part of a University that regards its diversity as a significant 
strength. Selection criteria and procedures will be monitored and reviewed to ensure 
that equal opportunities are promoted, and that students are recruited on the basis of 
their merits and abilities. We also believe that merit and ability should determine 
student progress and achievement.  Through effective monitoring and review we will 
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ensure that students from a wide variety of backgrounds can demonstrate progress 
and achievement. 
 
As an employer we will seek to ensure equality of opportunity and treatment in the 
recruitment, selection, retention, training and promotion of staff at all levels, and the 
adoption of flexible patterns of working. To this end we will develop personnel 
policies and practices that will demonstrate and further our commitment to Equal 
Opportunities. Selection criteria and procedures will be designed, and outcomes 
monitored and reviewed, to ensure that staff are recruited and selected on the basis 
of their assessed merits and abilities when compared with the needs of the 
University. We will take care to ensure that applicants or potential applicants are not 
discouraged or disadvantaged by the adoption of any conditions or criteria which 
cannot be justified in terms of specific job requirements.  Additionally we will seek to 
attract, encourage and welcome applications from a wide range of people to 
enhance the diversity of our staff. 
 
These commitments to staff and students will be reflected in the policies we produce. 
Additionally, we will continue to develop and implement best practice through the 
establishment of and support for guidance notes on best practice. The development 
of these guidance notes will take account of relevant statutory Codes of Practice. 
 
Implementation 
 
The University will have policies and procedures that support and uphold this equal 
opportunities policy.  As a result, everyone can expect to be treated with fairness and 
for judgements to be made that respect their human rights and ensure natural 
justice.  Decisions will be made with integrity following a process based upon 
transparent criteria. 
 
The University will take action to communicate this policy to all staff, students and 
others e.g. visitors, clients, contractors and suppliers of goods and services involved 
in its activities.  We will continue to develop and implement programmes to ensure 
that all staff have received appropriate training to enable them to fulfil their 
responsibilities under this policy. 
 
Consultation with and involvement of a wide range of stakeholders will be essential 
for ensuring that our equal opportunities policy and practice is effective.  We also 
need to ensure that we gain feedback to ensure that the practical impact of our 
policy and practice does not result in unintended or unfair discrimination or in 
consequences that are contrary to the aims of this policy.  The University will confirm 
the role of the Diversity Forum as a consultative body and as a continuing feature of 
the infrastructure supporting this policy. The Vice Chancellor or a designated 
alternative will chair the Diversity Forum. 
 
On the completion of our review of Equal Opportunities, the Vice-Chancellor, will 
establish an Equal Opportunities Action Group and this will advise the Directorate on 
all aspects of equal opportunities and diversity policy, after appropriate consultation 
with the Diversity Forum and other recognised stakeholders. 
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The University will develop policies, codes of practice and guidance to deal with 
specific aspects of the implementation of this Policy.  These developments will take 
place against a clear and published action plan. 
 
Responding to feedback 
 
The University is committed to respond positively to constructive criticism and 
complaint in relation to equal opportunities. 
 
We recognise that making complaints and expressing concerns in relation to equal 
opportunities can be challenging.  We will therefore develop specific advice and 
support to enable staff and students to put forward their concerns effectively. 
 
We will take appropriate action to protect students and staff from discriminatory 
behaviour by any individual or groups within the institution, or in the course of their 
duties or study.  Allegations of discriminatory behaviour on the part of students or 
staff will be dealt with under the appropriate disciplinary or grievance procedure. 
 
Complaints arising within the course of employment or during a period of study as a 
student should be made utilising for example the: 
 

Staff Grievance Procedure 
Public Interest Disclosure (Whistleblowing) Procedure 
Student Complaints Procedure 
Harassment Procedure 

 
Monitoring and Evaluation of the Policy 
 
The Equal Opportunities Action Group will review relevant performance indicators 
and will, following consultation with the Diversity Forum, make an annual report to 
the Directorate.  This report will review both progress against the action plan and 
make appropriate proposals for further development. 
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          APPENDIX II 
The Manchester Metropolitan University      
SEX DISCRIMINATION 1975 (SDA) 
____________________________________________________________________ 
 
The Act outlaws discrimination on the grounds of sex or marital status and gives rights 
to men and women. 
 
In terms of employment, the law covers: 
- arrangements made for advertising; 
- selection (including shortlisting and interviewing; 
- access to promotion, training or transfer; 
- access to benefits, facilities or services; 
- terms and conditions of employment; 
- refusing or deliberately omitting to offer employment. 
 
RACE RELATIONS ACT 1976 (RRA) 
 
The RRA 1976 makes racial discrimination unlawful in employment, training and 
related matters, education and the provision of goods, facilities and services.  The Act 
gives individuals the right of access to the civil courts and in the case of employment 
matters, to Employment Tribunals. 
 
The Act covers: 
 
- arrangements made for advertising; 
- selection (including shortlisting and interviewing); 
- terms and conditions of employment; 
- access to promotion, training or transfer; 
- access to other benefits, facilities of services; 
- refusing or deliberately omitting to offer employment. 
 
The law relating to these Acts direct and indirect discrimination against groups or 
individuals on grounds of their colour, nationality, ethnic or national origin.  It also 
covers victimisation where any person is treated less favourably because he/she has 
used, or intends to use, the Act to give evidence or make allegations. 
 
DEFINITIONS OF RACE OR SEX DISCRIMINATION
 
Direct Discrimination 
 
Direct discrimination arises where an individual is treated less favourably than another 
person, on the grounds of his/her sex or race, in the same or similar circumstances, for 
example, different questions at interview. 
 
Indirect Discrimination 
 
Indirect discrimination refers to the application of a provision, criterion or practice which 
is such that: 
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- a considerably larger proportion of persons who are women/men or who are 

from a specific racial grouping  will suffer a detriment than those of that group 
who are able to comply with it; 

 
- the employer cannot show it to be justifiable on grounds other than sex or race. 
 
Genuine Occupational Qualifications (GOQ) 
 
Section 7 of the Sex Discrimination Act and Section 5 of the Race Relation Act, states 
that discrimination on the grounds of sex or race by an employer in recruiting for a job 
(or in providing opportunities for promotion, transfer, training for the job) will not be 
unlawful where a persons sex or race is a Genuine Occupational Qualification for the 
job, e.g. in the provision of personal care to people from certain racial groups. 
 
Establishment of a GOQ, however, is not an automatic exemption.  In each case it will 
be necessary for an employer to show that the criteria set out in the relevant Act do, in 
fact, apply to the job in question. 
 
Victimisation 
 
This arises when a person is treated less favourably than other persons would be 
treated because he/she had done something in good faith with reference to either 
the SDA or the RRA, such as raised allegations, brought proceedings or given 
evidence or information in a case under the Acts – or intends to. 
 
THE DISABILITY DISCRIMINATION ACT 1995 
 
It is unlawful under the Act for an employer to treat a disabled person less favourably 
than others for a reason connected with the disability unless there is good reason, 
which must be substantial and material to the particular case. 
 
The Act defines disabled as "if he has a physical or mental impairment which has a 
substantial and long term adverse effect on his ability to carry out normal day to day 
activities".  This is a broad definition that includes progressive conditions such as 
multiple sclerosis and cancer; and conditions which recur, such as epilepsy and those 
with a history of disability where fear of a relapse impairs job prospects.  The 
Government has published a Code of Practice related to the employment aspects of 
the legislation.  It is useful to draw attention to two issues addressed in the Code: 
 

• less favourable treatment for disabled people will be justified only if the 
reason is both natural in the circumstances of the particular case and 
substantial.  The reason must therefore relate to the individual circumstances 
and not be trivial or minor.  The Code provides examples to illustrate these 
points. 
 

• the Act places obligations on employers to make reasonable adjustments to 
accommodate disabled people and the Code illustrates this requirement 
providing guidance on the factors to be taken into account when deciding 
whether or not adjustments would be reasonable. 
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The Act will have significance for all aspects of employment, but there are implications 
for recruitment and selection at all stages and Area Personnel Officers will be able to 
provide specific guidance.   
 
ASYLUM AND IMMIGRATION ACT 1996 
 
Section 8 of this Act, makes it a criminal offence for an employer to employ anyone 
subject to immigration control who is 16 years or over and who does not have a 
present and valid permission to be in the UK or who has been given a permission 
which does not allow him to take a job. 
 
In order to escape liability the employer must take proper steps to check the identity  
and immigration status of prospective employees and check the employee’s papers.  
This must be done before the employment begins and a copy must be kept on file. 
 
Regulations made under the Act set out the documents upon which the employer may 
rely.  The most common are likely to be  documents (whether issued by the Inland 
Revenue, a Government Department or Agency) which record the employee’s National 
Insurance number.  There is a maximum fine of £5,000 for each offence committed 
and it is not only the employer who can be prosecuted, but also any director, manager, 
secretary “or other similar officer” of an employer.  The procedure for checking 
entitlement to work should be used for all potential employees irrespective of race or 
nationality. 
 
Please seek further advice from your Personnel Officer. 
 
REHABILITATION OF OFFENDERS ACT 1974 
 
Any person who has been convicted of a criminal offence in the past, not involving a 
sentence of more than two and a half years imprisonment, and who has since been 
of good conduct for a specified period of time (the rehabilitation period) relating to 
the security of his/her sentence, is treated for most purposes as if the offence or 
conviction had never occurred. Your Personnel Officer can provide advice on 
Rehabilitation Periods. 
 
Implications 
 
If a person is sentenced to more than two and a half years in prison, his/her 
conviction can never become spent. There is no rehabilitation period. 
 
However, the conviction of a person who has completed a rehabilitation period, is 
regarded as “spent” and, therefore, there is no need for such a person to disclose 
any information about his/her spent conviction except in exempt occupations. Your 
Personnel Officer can provide advice on Exempt Occupations. 
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DATA PROTECTION ACT 
 
RECRUITMENT CODE OF PRACTICE  
 
The standards required of employers comprise the following: 
 

• Job advertisements must contain the name(s) of the people or organisation to 
which candidates are invited to apply. 

 
• The information demanded in job application forms etc must be relevant and 

material to the vacancy under consideration and must be obtained fairly and 
properly. 

 
• Any information on file including hand written notes, which refer to an 

individual, can be demanded to be seen by that individual. 
 

• Documentation relating to rejected job applicants must be held securely and 
for no longer than six months (unless the candidate has consented 
otherwise). 
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          APPENDIX III 
EXIT INTERVIEW 
___________________________________________________________________ 
 
This process is to be the subject of a one year pilot study and will be reviewed during 
the summer term 2003. 
 
Where an employee is leaving the service of the University, he/she should be issued 
with an exit form. Participation in an exit interview, however, will be optional. 
 
Where an interview is requested, it will normally be conducted by someone from 
within the relevant line management structure but it is permissible for another 
manager to be delegated with the task if the employee requests this.  In such 
circumstances, the interviewer could be a Personnel Officer or a Manager from 
another department or faculty.  For the exit interview to be of maximum benefit, it 
should be stated that confidentiality (where sought) will be honoured.  
 
The purpose of the interview is to establish: 
 

• whether the job description reflects current demands 
 

• the relevance of the previous person specification or, in the absence of one, 
to seek the view of the post holder on the appropriate skills, abilities, etc 
needed to undertake the job 
 

• the reason the post holder is leaving 
 

• any suggestions the post holder may have in relation to the operation of the 
job or to the wider management of the department/faculty/university 
 

Generally the information flowing from the exit form and interview will be non 
controversial and will assist the University in considering whether or not any changes 
in the job should be proposed.  In the event that information of a sensitive or 
confidential nature is provided, the discussion must result in a clear understanding 
between the two parties as to who (if anyone) can be advised of this information.  
Clearly a part of this discussion would involve some thought being given to the value 
or purpose of releasing sensitive information even to a very Senior Manager in the 
University, e.g. if the employee believes he/she has been poorly treated in some 
way, is it possible that changes can be introduced to prevent a recurrence without 
the departing employee being prepared to waive confidentiality? 

 
Advice on the conduct of exit interviews can be obtained from the Personnel 
Division. 
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                                             EXIT FORM 
 
 
 
Name: ______________________________   
 
Faculty/ Department ___________________  
 
Current Position: ______________________   
 
Start Date: ___________________________  
 
Leaving Date: _____________________ 
 
 
REASON FOR LEAVING 
 
Domestic                  

Retirement 
                         

Pay 
 

      
Other 
Employment 

                 Health                          
Hours 

 

      
Return to 
Education 

                 Other 
(please 
                specify)      

   

 
 
1. If you are changing jobs -  
 

• To what sort of job are you moving? 
 
 
• Who will be your new employer? 

 
 
• What attracted you to your new job? 

 
 
 
2. About your present job 
 

• Is the job description accurate? If not, please identify the areas of 
change. 
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• What did you most like about your job and why? 
 
 

 
• What did you least like about your job and why? 
 
 
 
• Did you find that your objectives and targets were always clear and 

reasonable? 
 
 
• To what extent were your qualifications and skills utilised? 
 
 
 
• Was the training and development provided, sufficient to enable you to 

do your job? 
 
 
 
• What other training and development do you believe should have been 

provided and why? 
 
 

 
3. Health and safety 
 

• What was your working environment like generally? 
 
 
 
• What suggestions for improvement, if any, do you have? 

 
 
 

• Were you provided with appropriate equipment/ facilities to do your 
job? 

 
 
 

• Have you any comments about your workload? 
 
 
4. General 
 

• What was morale like in your Faculty/ Department/ Division? 
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• What were your working relationships like with your immediate/other 
colleagues? 

 
 
 

• Are there any changes to the University’s employment practices/ 
conditions that you would recommend? 

 
 
 
 

• Do you believe that the University communicates effectively with its 
employees? If not, please identify areas for possible improvement. 

 
 
 

• Do you believe that the University treats its employees equally and 
fairly? If not, please elaborate. 

 
 
 

• Do you think that the University has a good reputation as an employer? 
 
 
 

• Would you recommend the University as an employer to others? 
 
 
 

 
5. Do you wish to have the option of an exit interview? 
 
 
(Note: This would normally be conducted by a manager from within your 
Department/ Faculty but not your immediate Line Manager. Unless agreed 
otherwise, information will be treated as confidential). 
 
 
 
 
6. Have you any other comments or suggestions? 
 
 
 

 
 
(Please use continuation sheets where necessary) 
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PLEASE RETURN THIS FORM TO THE PERSONNEL DIVISION (FOR THE 
ATTENTION OF 
 
______________________________________________ 
 
 
 
FOR OFFICE USE ONLY 

VER  

Health  

Ret.  

Promotion  

 
 
 
Date 
received_______________________ 
 
E.O. 

Reason For leaving:  

Other  
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         APPENDIX IV 
JOB DESCRIPTION 
______________________________________________________________ 
 
 
JOB DESCRIPTION 
 
JOB TITLE: 
 
GRADE: 
 
FACULTY/DEPARTMENT: 
 
REPORTING TO: 
 
MANAGING/SUPERVISING: 
 
 
 
 
PRINCIPAL ACCOUNTABILITIES: 
 
Short statement setting out the broad areas of responsibility 
 
KEY TASKS 
 
In bullet points, the main functional responsibilities. At the end of this list, the 
following items should be included: 
 

a) Employees have a legal duty that gives them responsibility, so far as is 
reasonably practicable, to ensure that they do not endanger themselves or 
anyone else by their acts or omissions. In addition they must cooperate 
with the University on health and safety matters and must not interfere with 
or misuse, anything provided for health, safety and welfare purposes. 

 
Or 
 
(for managers) Managers will ensure that appropriate management 
systems and procedures are in place to meet their health and safety duties 
and responsibilities contained within the University’s health and safety 
policy. In particular they will ensure that appropriate risk assessments are 
carried out in respect of significant hazards and that safety inspections are 
undertaken on at least an annual cycle in each workplace under their 
control. 

 
b) It is the responsibility of employees to apply the University’s Equal 

Opportunities Policy in their own area of responsibility and in their general 
conduct. 
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c) (for managers) Managers will assess the training and development needs 
of each member of staff under their control to ensure they are adequately 
supported in relation to their work responsibilities. 

 
d) All staff have a responsibility for promoting high levels of customer care 

within their own areas of accountability. 
 
e) Such other relevant duties commensurate with the grade of the post as 

may be assigned by the Manager in agreement with the post holder. Such 
agreement should not be unreasonably withheld. 

 
f) Employees may, with reasonable notice, be required to work at any of the 

Manchester Metropolitan University sites.  
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         APPENDIX V 
PERSON SPECIFICATION 
___________________________________________________________________ 
 

 
MANCHESTER METROPOLITAN UNIVERSITY 

 
PERSON SPECIFICATION 

 
Details of Person Specification 

Job Title Grade 

Dept Date 

Faculty 

 
This form describes the essential and desirable criteria a person needs to perform 
the job.  It should provide the basis for the advertisement, shortlisting and the 
interview.  The criteria must be job related, justifiable, testable and non-
discriminatory. 

 

Advice for completion 
 

1. Notes for guidance and examples of good practice are included on the reverse of 
this form. 

 
2. The Person Specification should be completed by someone knowledgeable in the 

identification of appropriate criteria, if necessary by a Personnel representative, in 
conjunction with the line manager. 

 
3. Enter a brief description of each criterion in the relevant boxes.  In the right hand 

column note the proposed method of assessment e.g. application form, interview, 
aptitude tests, in the left hand column note the number of the criterion.  For 
instance 2.1 for the first criterion in the knowledge section, or 1.2 for the second 
criterion in the Skills and Abilities section. 

 
4. It is not necessary to enter a criterion, essential or desirable, in every section, or 

to complete all the sections if some are not relevant. 
 
5. The final section, 'Other Requirements', need only be used when there is a 

specific requirement for the job that is not covered by the other sections. 
 
6. Essential Criteria are the basic levels that must be met if an application is to be 

able to carry out the job.   Desirable Criteria are those which will enable a person 
to perform more successfully. 
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7. If a Person Specification already exists for a job it should be carefully checked to 

ensure that it is still applicable. 
 
Candidates who meet essential criteria should be preferred to those who do 
not.  Exceptions to this guideline need to be justifiable and should be 
recorded. 

MANCHESTER METROPOLITAN UNIVERSITY 
 

PERSON SPECIFICATION 
 

1. Skills and Abilities 

No Description Method of 
Assessment 

 Essential 
 
 
 
 

 

 Desirable 
 
 
 
 

 

The main emphasis in the Person Specification should be placed on Skills and 
Abilities. 
Distinguish between what the job holder should be capable of doing straight away 
and that which could be learned through experience and training.   An example 
would be:  Ability to type accurately at 50 wpm (application form and test) 

2. Knowledge 
No Description Method of 

Assessment 

 Essential 
 
 
 
 

 

 Desirable  
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This refers to specialised, job related knowledge, which a candidate must have to 
carry out the duties of the job satisfactorily.  An example would be: Knowledge of the 
law relating to consumer protection (Interview).
3. Experience 

No Description Method of 
Assessment 

 Essential 
 
 
 
 
 

 

 Desirable 
 
 
 
 
 

 

List specifically the type of experience which is being sought, avoid any reference to 
length of time, as quality and type of experience is more important than quantity.  An 
example would be: Experience of dealing with customers' complaints in a service 
environment, e.g. working in a depot, showroom or in telephone enquiries.  
(Application form and interview). 

4. Other Requirements 
No Description Method of 

Assessment 

 Essential 
 
 
 
 

 

 Desirable  
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This refers to any extra requirements of the job that do not easily fit into the previous 
sections.  You should ensure that they are job related, justifiable, testable and non-
discriminatory.  An example may be: Able to spend nights away at more distant 
locations (interview). 
REMEMBER TAKE CARE AND ATTENTION TO BE ACCURATE AND FAIR
KEY POINTS TO CONSIDER WHEN WRITING A PERSON SPECIFICATION 
 
A systematically completed and accurate person specification forms the key part of 
the whole selection process.  The following points should be borne in mind: 
 
1. Avoid indirect discrimination 
 Ensure all essential criteria are scrutinised carefully for possible unfairness 
 
2. Criteria should be clearly specified 
 Clear definitions to ensure that all interpret them in exactly the same way 
 
3. Criteria should be job-related 
 Criteria should be linked or connected to some aspect of the work 
 
4. Criteria should be reasonable 
 Do not look for qualities even existing job holders do not have 
 
5. Emphasise skills and abilities 
 Consider Skills and Abilities first then move on to consider experience and 

qualifications 
 
 Use appropriate verbs to describe the skills and abilities 
 e.g. Must be able to organise own work 
   Must be able to organise meetings 
   Does organise measure the same thing? 
 
6. Avoid duplicating the job description 
 Not all items on a Job Description have an equivalent on the Person Specification 
 
 The Person Specification should describe the activity in terms of behaviour 

required to achieve the task described in the Job Description 
 
7. Consider quality rather than length of experience 
 Experience should be considered in terms of quality not only length of time 
 
 If quantity only is considered this may discriminate against a candidate who has 

had a career break. 
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R E M E M B E R 

 
A person cannot be appointed who does not meet the criteria classed as 
'essential'. 
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APPENDIX VI 
                      

 
POST APPROVAL 

 
JOB TITLE  

 
GRADE  

DIVISION  
 

LOCATION  

PERM/TEMP  
 

POST 
REFERENCE 
NUMBER 

 

 
ESTABLISHMENT VACANCY 
NAME OF PREVIOUS 
POSTHOLDER 

 GRADE  

VACANT WITH EFFECT FROM  
 

 
REASON FOR REQUEST AND BRIEF OUTLINE 
 
 
 
 
 
Funded Post (not establishment) 
If wholly or partly funded from external or other sources, please indicate the source of the 
funding, the proportion of the post covered and the Cost Centre Code. 
 
Source                                                       Proportion                                                 Cost 
Centre
                                                                  (i.e. 100%, 50 etc.) 
 
 
 
 
Requested by 

 
 
Signature (HOD) 

 
 
Date 

 
 
Approved by 

 
 
Signature (Dean/Faculty Secretary) 

 
 
Date 

 
 
Approved by 

 
 
Signature (Area Personnel Officer) 

 
 
Date 

 
 
Approved by 

 
 
Signature (Personnel Director) 

 
 
Date 
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 APPENDIX VII 
APPOINTMENT PROCEDURES 
 
 
1 TEACHING STAFF 
 
All Boards will have the power to reach a decision on an appointment; this decision 
shall be confirmed by a written report to be signed by the Chairman of the Board. 
The Chairman shall have the power to adjourn the Board at any time. 
 
1.1 Appointment of Dean/Pro-Vice-Chancellor, Academic Director, Finance 

Director, Personnel Director or Services Director 
 
The composition of the Appointment Board will be determined by the Vice 
Chancellor after consultation with the Chairman of the Board of Governors but 
will involve, in any case, at least one external assessor. 
 
The Vice Chancellor will be Chairman. 

 
1.2 Head of Department 
  
 The Appointment Board will consist of: 
  
 Vice Chancellor 
 Deputy Vice-Chancellor 
 Personnel Director 
 Dean/Pro-Vice-Chancellor 
 At least one External Assessor. 
 
1.3 Professors and Readers 
 
 See separate procedure for the appointment of Professors and Readers. 
 
1.4 Principal Lecturers 
 

The Appointment Board will consist of: 
 
Dean of Faculty (Chairman) 
Personnel Director 
Head of Department 
One other Head of Department from within the Faculty to be nominated by the 
Dean of Faculty 
One other member of teaching staff of Principal Lecturer, Reader or Professor 
status nominated by the Dean. 

 
 
1.5 Lecturers/Senior Lecturers 

 
 The Appointment Board will consist of: 
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• Dean/Pro Vice Chancellor of Faculty (Chairman) 
• Head of Department 
• At least one other member of the teaching staff within the 

department, to be nominated by the Dean of Faculty 
 
1.6 Research Assistants And Fellows 

 
 The Appointment Board will consist of: 
 

• Head of Department (Chairman) 
• Reader (if appointed) in the department 
• Relevant Research Supervisor 
• Another member of staff nominated by the Dean of Faculty 

 
 Shortlisting 
 
 Insofar as possible, all members of a Board and, in any event, not less than 

two members, should be involved in the establishment of the shortlist.  The 
final selection will be confirmed by the Vice Chancellor for Boards 1 and 2 
above, and by the Dean of Faculty for Boards 3, 4 and 5. 

 
2. NON-TEACHING STAFF 
 
 All Boards will have the power to reach a decision on an appointment; this 

decision shall be confirmed by a written report to be signed by the Chairman 
of the Board.  The Chairman shall have the power to adjourn the Board at any 
time. 

 
2.1 Faculty And Unit Based Posts 
 

(i) Faculty Secretary 
 
 The Appointment Board will consist of: 
 

• Vice Chancellor (Chairman) 
• Deputy Vice Chancellor 
• Personnel Director 
• Dean of Faculty 
• A Head of Division or Faculty Secretary nominated by the Vice 

Chancellor 
 

(ii) Deputy Faculty Secretary or Principal Administrative 
Assistant (2nd tier) 

 
 The Appointment Board will consist of: 

• Dean of Faculty 
• Faculty Secretary (Chairman) 
• Personnel Director 
• Another Faculty Secretary 

 



THE MANCHESTER METROPOLITAN UNIVERSITY 
HUMAN RESOURCES DIVISION 
   

 
(iii) Senior Administrative Assistant or similar (3rd tier) 
 

The Appointment Board will consist of: 
 
• Faculty Secretary (Chairman) 
• Personnel Manager 
• Deputy Faculty Secretary 

 
(iv) Other Administrative and Clerical Posts 
 
 The Appointment Board will consist of: 
 

• Faculty Secretary (Chairman) 
• Deputy Faculty Secretary 
• another relevant member of senior staff; for departmental 

posts this will be the relevant Head of Department 
 

(v) Chief Technician/Laboratory Superintendent 
 

The Appointment Board will consist of: 
 
• Dean of Faculty (Chairman) 
• Head of Department 
• Faculty Secretary 
• a relevant senior member of teaching staff 

 
(vi) Other Technician Posts 
 
 The Appointment Board will consist of: 
 

• Head of Department (Chairman) 
• Faculty Secretary 
• Chief Technician/Laboratory Superintendent 

 
 

2.2 CENTRAL OR CROSS UNIVERSITY DIVISIONS 
 

(i) Head of Division or equivalent 
 

The Appointment Board will consist of: 
 
• Vice Chancellor (Chairman) 
• Deputy Vice Chancellor 
• Personnel Director 
• appropriate member of the Directorate 
• an External Assessor 

 
(ii) ‘Second Tier’ Posts 
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 The Appointment Board will consist of: 
 

• appropriate member of the Directorate (Chairman) 
• relevant Head of Division 
• another Head of Division, nominated by the Chairman 
• Personnel Manager 

 
(iii) Other Posts (including manual workers) 
 
 The Appointment Board will consist of: 
 

• relevant Head of Division (Chairman) 
• two other relevant senior staff 

 
Shortlisting 
 
Insofar as possible, all members of the Board and, in any event, at least two, 
should be involved in the establishment of the shortlist.  The final selection will 
be confirmed by the Chairman of the Board for all Appointment Boards. 
 

2.3 OTHER POSTS 
 
For other posts not covered by the above schedule, the Board composition 
will be determined by the Personnel Director. 

 
2.4 GENERAL 

 
1. The Personnel Director will be an ex officio member of all Boards. 

 
2. The above composition should be regarded as the basic requirement.  
Additional members may be nominated, according to circumstances, to give a 
range of expertise.  In such cases, the decision rests with the Chairman.  No 
Board should proceed without a minimum of three members in attendance. 
 
3. No Appointment Board shall proceed unless the post has been advertised 
in accordance with the current Code of Practice for Recruitment and 
Selection. 

 
 
 
 
 
 
 
 
 

 

 



   

APPENDIX VIII 
 
 

MANCHESTER METROPOLITAN UNIVERSITY 
INTERVIEW PREPARATION FORM 

 
 

Job Title: 
 

No Question Areas Main Points 

 1. Skills and Ability 
 
 
 
 
 
 
 
 

 

 2. Knowledge 
 
 
 
 

 

 3. Experience 
 
 
 

 

 4. Other requirements 
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KEY POINTS TO CONSIDER WHEN COMPLETING  
THE INTERVIEW PREPARATION FORM 

 
INTERVIEW PANEL 
 
1. The interview panel must be made up of more than one person (see appendix 

VII).  The panel must meet prior to the interview session to prepare a list of 
question areas and main points to be covered in the answers, using the 
Interview Preparation Form. 

 
 
QUESTION AREAS AND MAIN POINTS 
 
2. All question areas should relate and refer to the Person Specification.  The 

main points should provide evidence for your decision about the applicant, 
against each of the criteria. 

 
 The question areas must be designed to encourage each applicant to 

demonstrate their ability to meet the criteria. 
 
 
INTERVIEW PREPARATION FORM 
 
3. On the Interview Preparation Form enter the reference number of each 

criterion from the Person Specification. 
 
 
4. The questions should be prepared with reference to the Job Description and 

Person Specification. 
 
 
5. Write on the Interview Preparation Form question areas, relevant to the 

criteria. 
 
 
6. In the column headed 'Main Points' you should enter the areas that would be 

expected to be covered by the applicant in reply to the question. 
 
 
7. The Interview Preparation Form does not provide an exhaustive list of all the 

questions which may be asked during an interview.  However, you should 
ensure that the same topic areas are covered with each candidate.  This 
gives all candidates an equal and fair opportunity to demonstrate their ability 
to meet the criteria for the job. 
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SHORTLISTING FORM 
 
POST: 
________________________________________________ 

 

 
REF NO:____________________________________________ 
 
 
NAME OF PANEL MEMBER: ________________________________ 
 
 
Items from Person Specification to be assessed from Application Form: 
 
  

  

  

  
 
PRINCIPLES FOR SHORTLISTING 
 
1. The essential criteria on the person specification form provide the basis for 

shortlisting. 
 
2. Only criteria which can legitimately be determined from the application form 

can be used for shortlisting (see Appendix V). 
 
3. Only applications which meet all or most of the designated “Essential” criteria 

(either by attainment or potential) should be put forward for consideration. 
 
4. Under no circumstances should new criteria be introduced during the 

shortlisting process. 
 
5. “Desirable” criteria should be used only when a large number of applications 

appear to meet the “Essential” criteria. 
 
6. Reasons for rejection and success should be documented. 
 
7. Accept the limitation imposed by the insufficient data from the application 

form. 

 



   

SHORTLISTING FORM   
 

POST: _______________________________________________REF_____ 
NO:________ 
 
NAME OF PANEL MEMBER: 
_______________________________________________ 
 

 
Name of Applicant 

 
Numbered items from Person 

Specification 

 
Meets requirements 

YES/NO 

           Individual 
Member’s 

view 

Final 
Panel 

Decision 

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

 

 



   

 APPENDIX X 
 
CANDIDATE ASSESSMENT FORM (to be completed by Panel Chair) 

 
JOB TITLE: 

CANDIDATES NAME: 

ASSESSOR’S NAME: 
 

EVIDENCE FROM ASSESSMENT 
(All assessments must be based on clear evidence including the results of 
any tests and statements made, rather than be based on impressions.) 

ESSENTIAL CRITERIA: 
 
 
 
 

DESIRABLE CRITERIA: 
 
 
 
 

OVERALL ASSESSMENT: 
 
 
 
 
Panel Chair’s Signature: Date: 
 
All written notes made by members of the Interview Panel must be attached to 
the assessment form and returned to the appropriate Personnel Officer. 
 

 


	RECRUITMENT AND SELECTION CODE OF PRACTICE
	AUGUST 2004
	CONTENTS

	1. INTRODUCTION
	2. LEGISLATION
	3. CONFLICT OF INTEREST
	5. RECRUITMENT PROCESS
	5.1 Job Analysis
	5.2 Job Description
	‘It is the responsibility of employees to apply the Universi
	‘You may, with reasonable notice, be required to work at any
	5.3 Person Specification
	5.4 Post Approval Process
	5.5 Advertising Policy
	5.6 The Selection Planning
	5.7 Short listing

	Re-advertising
	5.8 The Assessment Process

	The Role Of The Panel
	The Role Of The Chair
	5.10 Record Keeping

	6. REFERENCES
	7. THE OFFER OF APPOINTMENT
	7.1 The Asylum and Immigration Act is referred to in Appendi
	8. DATA PROTECTION
	Candidates can expect, by law, that personnel information pr
	9. TRAINING
	10. MONITORING
	Our Commitment

	Implementation
	REHABILITATION OF OFFENDERS ACT 1974
	Implications
	DATA PROTECTION ACT


	APPENDIX III
	EXIT INTERVIEW
	REASON FOR LEAVING
	FOR OFFICE USE ONLY
	APPENDIX IV
	JOB DESCRIPTION
	Short statement setting out the broad areas of responsibilit


	APPOINTMENT PROCEDURES
	1 TEACHING STAFF
	SHORTLISTING FORM

