Churches Together in England (CTE)
Recruitment Policy

Purpose

The purpose of CTE’s recruitment policy is to ensure that we have a consistent, fair and    cost-effective approach to the way that we recruit and select candidates for employment.
The aims of this policy and of the recruitment procedure are to enable selection of the best person for the job, to provide a structured and transparent approach to the recruitment process and to comply with our CTE’s Equality and Diversity Policy and with current recruitment legislation.
We recognise that CTE’s success depends upon the calibre of its staff. Our recruitment policy therefore is to identify clearly the role and responsibilities of each job and its contribution to CTE as a whole, being flexible where possible in our working practices in order to attract and retain a high calibre of employee. 
Our aim is to establish an effective workforce, instilling in our employees a desire for excellence, willingness to take on individual responsibility and to be flexible, and an acceptance of the importance of team co-operation. We take for granted personal integrity, a commitment to self-development and self-reliance. We will encourage innovation.
Recruitment Practices 
Within the limits of financial resources, CTE actively encourages the General Secretary                 to keep the needs of the organisation under review in order to review the necessity for recruitment. We endeavour to provide appropriate staffing levels in all areas of our work in line with needs. 
Where an existing post needs to be filled, or a new need has been identified, our recruitment practices will be viewed as fair and professional to all candidates, both internal or external. Managers will consider the extent to which vacant posts could lend themselves to flexible working (e.g., job sharing) to attract a wider range of candidates.
Advertising the vacancy
The job description is a key document in the recruitment process and must be finalised prior to taking any further steps in the process. When an existing post is being filled, the opportunity will be taken to review the job description. In addition, there will be a person specification, which outlines the essential and desirable criteria (including qualifications, experience, knowledge, skills and expertise required to perform the job). The detail set out in the person specification will provide the criteria against which a candidate will be assessed throughout the recruitment process.
We will ensure that the remuneration for a given position is sufficient to recruit and retain the appropriate calibre of staff. 
All advertising will be professional and portray the organization in line with members’ expectations. All advertising will be fair in relation to age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, sex, sexual orientation,  ethnic origin, disability, creed or age.
All members of CTE staff should be in sympathy to the Christian ethos of the charity. 
There is an Occupational Requirement for applicants for the following CTE posts to be a practising Christian:
· General Secretary
· Principal Officer for Mission and Evangelism
· Principal Officer for Pentecostal, Charismatic and Multi-cultural Relations
· Principal Officer for Ecumenical Development and Relations
· Head of Communications
This will be reassessed on each occasion one of these posts becomes vacant, or any new post is created, to ensure that it can still be validly claimed.
Ideally, applicants for these roles should be an active member of a member church of CTE/CTBI, and be in good standing. 
Advertisements will be as specific as possible and geared to attract only those who fill the essential person specification criteria. 
Shortlisting, interviews and selection
Each appointment is viewed as a key and long-term decision for the organization, so our recruitment processes are geared to identify the key skills, knowledge, motivation and attitudes required in the successful candidate. We will utilise appropriate objective assessment methods. Active consideration of all applicants will take place regardless of their age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, sex or sexual orientation. 
The recruitment panel will treat applications confidentially and ensure they are assessed consistently against the criteria. The panel is also responsible for recording the reasons why candidates are shortlisted or not shortlisted.
Response handling will be efficient and professional. We will ensure that applications are acknowledged within two days of receipt and applicants will be informed about when they are likely to receive further communication. 
Appointment 
After a vacancy has been filled, we will review the recruitment process with the manager to ascertain what went well and where improvements could be made. 
We recognise that as far as possible the offer of employment should indicate a long-term commitment although when appropriate we will carefully consider alternatives in order to meet short-term resource requirements or the needs of our employees. 
All successful candidates will receive a copy of the terms and conditions on which employment is offered with their offer letter. 
All job offers will be made on condition that the successful candidate will provide two references which are satisfactory to us, proof of the right to work in the UK and, where qualifications have been stated to be essential for the successful candidate, has furnished evidence of their compliance with that requirement. 
Only once these conditions have been met, and the employee has successfully completed their probationary period, will the employment be deemed to be permanent. 
We will ensure that every new staff member undergoes induction training in order to maximise the rate of individual and organisational learning.
Data Protection
In accord with its Data Protection Policy, CTE will keep confidential all candidate information gathered through recruitment campaigns and will fulfil the requirements of the relevant legislation, including the Data Protection Acts 1998 and 2018, and the principles contained within the General Data Protection Regulation (GDPR) (EU) 2016/679

Complaints
CTE will review any complaints made on the grounds of discrimination. Any complaints from candidates will be investigated by the General Secretary and responded to within 14 days. Any acts of discrimination and/or abuse of the recruitment process by CTE employees may be treated as a disciplinary offence, which will be considered under the Disciplinary Procedure and could result in dismissal. A candidate complaining of unlawful discrimination in recruitment will have the right to bring an Employment Tribunal claim.


This policy will be reviewed triennially by CTE.

Approved by the Board of Trustees of Churches Together in England


CTE Recruitment Policy	Page 1 of 3	18/06/2026
V.1.2
