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Programme 

 

Part 1 – what drives the R&S process 

Part 2  – how to get the best out of the 
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Every R&S action should: 

Maximise ability to 
attract and recruit 
the best talent 

Minimise risk of a 
poor appointment 
or unfair 
discrimination 
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Some myth busting…. 

.. Just stick with what worked last time and get on 

with it .… 

...thanks to the PC brigade you can’t ask any 

decent questions any more…. 

… the chair of the panel has the final say… 

……jumping through all these HR hoops is a 

waste of time …. 

…I can spot the best candidate just by looking at 

the application forms … 
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The Big News is…. 

• You can discriminate! 

As long as it’s fair, justifiable and relevant 

to the role      Professional  v. Personal  
 

• The university is classed as ‘one 

employer’  Understand your 

responsibilities  
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The University is one employer 

 
• All appointments are University appointments 

• Fixed-term staff may move into open-ended posts*** 

• Staff may need to move between departments and 
faculties to meet business needs 

• Any legal challenge will be made against the University 
not a department /research centre 

• We are all representatives of the University.  
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R&S Framework: Key steps 
 Analysis of the 

vacancy 

About the job: Job description and person specification 

Marketing the role 

Managing the application process 

Selection process 

Making the appointment 

Induction 
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R&S Process: Impact of decision-making  

 
Analysis of the 

vacancy 

About the job: Job description and person specification 

Marketing the role 

Managing the application process 

Selection process 

Making the appointment 

Induction 

YOUR RESPONSIBLITY  

Decision-making occurs at every 

stage. By basing each decision  

on fact, you can reduce your risk of 

discrimination 

and increase your chance of 

appealing to all potential 

talent and recruiting the best. 
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Drivers behind formulating a R&S process 

 

The law  

  

+ the employer’s vision/mission  

    

(+ good practice)  

 

 = the R&S process (thank-you HR)  
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Relevant legislation snapshot  

• Immigration, Asylum and Nationality Act 2006 

• Fixed-term Employees Regulations 2002 

• Part-time Workers Regulations 2000 

• Human Rights Act  1998 

• Data Protection Act  1998 

• Rehabilitation of Offenders Act 1974 

• Health & Safety at Work Act 1974 

• Equal Pay Act 1970. 
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The big daddy of them all…… 
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The Equality Act 2010   

• Disability  

• Age 

• Gender Re-assignment  

• Marriage and Civil Partnership  

• Pregnancy and Maternity  

• Race  

• Religion or Belief  

• Sex  

• Sexual Orientation  

What are ‘Protected Characteristics’? 
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Why do I love the Equality Act? 
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Attracting a wider talent pool 
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Prejudice and discrimination 

What is prejudice? 

• What you think/your opinion 

(unconscious/conscious bias) 

And discrimination? 

• What you do/the enactment of your prejudice.  

• Horns and Halo effect 
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Recruiting to a Grade 8  Senior Research 

Fellow Post 
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Recruiting to a Grade 8 Senior Research 

Fellow Post 
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The Equality Act 2010 
 

Prohibited acts: 

 

•Direct discrimination 

•Indirect discrimination 

•Victimisation  

•Harassment  
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The Equality Act 2010 
 

Prohibited acts – new areas: 

 

•Perception discrimination  

•Associative discrimination 

•Third party harassment  

•Instructions to discriminate  
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1. You are recruiting to a Grade 7 Research Fellow role, 

the colleague who was going to interview with you pulls 

out  at the last minute.  What do you do  and why? 
 

a)  Ask him  to email you informal comments on the 

applicants as he previously taught one 

b) Delay proceedings until a member of the clerical staff 

returns from lunch and ask them to sit in   

c)  Proceed with the interviews on your own 

d) Cancel all interviews for that day and reschedule   

 

 

 

 

 

 

 

 

Review Quiz 
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Review Quiz 
 
 
 

 

2. In advance of Chairing an interview for a lecturer role 
you receive an informal tip-off that one candidate was 
instrumental in supporting a colleague in a disability 
discrimination claim against their current employer.  Do 
you…. 

 

a)  Share the information with the panel  

b)  Raise it as an issue during the interview with the   
candidate 

c)  Ask all candidates whether they have been involved in 
any discrimination claims in the last 3 years 

d)  Ignore it as it was off the record and focus on formal 
references instead 
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Review Quiz 
 
 
 

3. Following the lunchtime meet and greet for 
interviewees with members of the dept, a colleague 
informs you that he has seen the Facebook page of 
one of the candidates and his relationship status is 
“single and interested in men and women”.  Do 
you………. 

 

a)  Ask him not to share this info with anyone else as it is 
not relevant to the selection process  

b)  Ask him to check the status of all the candidates 
before the interviews start 

c)  Nod sagely and say nothing 

d)  Advise the panel members to mark this on the 
application form as you would always note down if 
candidates are  single, married or have children  

 

http://www.shu.ac.uk/


Review Quiz 
 
 
 

4. You are chairing a selection panel for a Senior Research 
Fellow post.  The other two colleagues have both 
expressed their wishes to appoint different candidates.  
You support the preferred choice of  the junior member of 
the panel, but you are aware of the need to politically 
keep the senior colleague on board.  Do you: 

a) Suggest adjourning the discussion until tomorrow  

b) Recommend that as a group you review the applications 
and interview performances afresh for all 4 interviewees 

c) Let each colleague make the case for their preferred 
candidate and make an executive decision as Chair 
based on this alone 

d) Suggest a different candidate for the role altogether in the 
hope of finding some acceptable middle ground  
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5. Following  interview for a role in your team, one candidate 
is clearly outstanding and would be your preferred choice.  
However, in summing up, it is reported by a member of 
the selection panel that in the break members of the  
existing team have expressed concerns that this person 
would not “fit in” .  How do you direct the discussion of the 
interview panel? 

 

a) Give them a short lecture on employment law 

b) Rule this opinion out as unfounded prejudice 

c) As this is a highly successful team, you agree to follow 
their lead and offer the post to your second choice  

d) Enforce this appointment as it is your preferred choice 

 

  

Review Quiz 
 
 

http://www.shu.ac.uk/


 
 
 
 
Part 2  

 

 

How to get the best out of the R&S 

process? 
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Why is diversity important for research 

teams?  
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As experienced recruiters … 

• 3 traits/factors that you are looking for in 
an ideal  candidate 

 

• 3 traits/factors that would switch you off   

 

• 3 traits that you/ your colleagues would 
use to describe you 
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Homophily 
 

“.. love of the same….tendency for 
individuals to associate and bond 

with similar others…” 
 

“Birds of a feather flock together” 
 

   Criteria for bias include:  age, gender, 
status, values 
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Impact on cultural fit 
 
What culture have you/your dept created? 
 

 “They won’t fit in”   

 - a positive or negative? 
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No interest in funding solar power from airplane manufacturers 
  

“Candle-makers  did not invent the electric lightbulb” 
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How to maximise your ability to recruit top talent  

 
 
 
 

Analysis of the 

vacancy 

Job description and person specification 

Marketing the role 

Managing the application process 

Selection action 

Offering the appointment 

Induction 
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Don’t sleepwalk into recruiting …. 

First of all 

PRESS 

 

Next 

  INVEST IN THE JOB DESCRIPTION  

& PERSON SPEC     
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Marketing the role…. 

…. the start of the relationship 
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As with any relationship building … 

• Good communication from both sides is essential  

• Each must trust that what the other offers is ‘real’ 

• Both can see the benefits in being together 

• Both enter the relationship with clear 
expectations 

• It should be a functional, positive relationship  

• The power balance will vary at different stages in 
the relationship  
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How do you attract quality candidates? 
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Adverts/ Job details 

• Know your USPs – unique selling points and 
use them  

• Get the key screening data in the advert  

• Language – accessible, upbeat, dynamic 

• Be realistic in your offer  

• Routes to candidates – be creative, inclusive, 
go wide, profile raising   
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Attracting your candidates .... 
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Shortlisting  

Back to the job 
description and person 
specification  
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Interviewing: Key Skills 

Questioning Listening  Non-verbal 
Communication 

Challenge your prejudices  
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Questioning with confidence  

Build a question framework with the Interview 

Panel 

• Make questions challenging  

• Avoid unfair discrimination 

• Avoid multiple part questions 

• Allocate questions and agree running order  

• Confirm who will provide feedback to 

interviewees  
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Building a question framework  
Type of Question  Role Application 

“Criteria questions” form 

the backbone of the 

interview 

 

• Assessing the 

interviewee against the 

Essentials/Desirables 

within the person 

specification in About the 

Job  

• Agreed in advance by 

Interview Panel  

• Used consistently for all 

interviewees 

Specific questions  • To clarify grey areas in 

CV/application  

• Agreed in advance by 

Interview Panel  

• Addressed with 

individual during interview 

Probing Questions • To seek further 

clarification  from the 

candidate 

• Vary per candidate in 

response to her/his 

answers  

• All panel can use at any 

time 
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Criteria 

question 2 

Criteria 

question 1 

Criteria 

question 1 

Criteria 

question 1 

Criteria 

question 2 

Criteria  

question 2 
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Specific questions for interviewees  
Seek clarity re. any grey issues within the CV/Application 

eg  

•  Unexplained gaps in work/education history 
 

•  Reasons for leaving employment 
 

•  No reference available from recent employer/unclear 

relationship with referee 
 

•  Specifics of role and responsibilities where vague/possibly 

inflated 
 

•  Any areas where any panel members have concerns 
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How effective is your listening? 
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Listening 
• Offer positive body language and non-

committal encouragement 

• Allow candidates time to think of a response 

• Do not interrupt or finish sentences 

• Be aware of influence of prejudice regarding  

accent, grammar, intonation or delivery  

• Focus on the content of the answer  

• Probe further if you feel the response was 

unclear 

 

 

http://www.shu.ac.uk/


First Impressions 

Sheffield 
Hallam 

University  
Interviewee 
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Purpose of interview? 

To assess candidate’s ability to do 

the job  

NOT 

To confirm bias formed at the first 

impressions stage  
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Selection Action – 

more than just the interview… . 
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Other forms of assessment 
• Presentation 

• Meeting with colleagues 

• Visit to dept/working area 

• Brief for written work  

• Numerical tests 

• “In-tray”  tests 

• Practical exercises 

• References 
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Other forms of assessment 
• Confirm which skills/behaviours the task 

will measure  - these must be linked 

directly to the person specification – in 

advance 

• Set weighting in relation to other elements  

• Be applied fairly to all candidates 

• Content must not be discriminatory – 

directly or indirectly 

http://www.shu.ac.uk/


Decision-making  

• Chair must maintain objective, measured lead 

• Involve all members of the panel 

• Consider all elements of the selection  action 

• Maintain focus on professional not personal 

• Link all decision-making back to criteria for 

the post 

• Agree feedback for unsuccessful candidates  
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The candidate’s experience … 
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Key principles to support you 
Invest in the process 

- preparation and 
planning 

Objectivity 

- professional not 
personal focus 

Measured approach 

- surface your bias 
and challenge it   

Equality = 

quality  

http://www.shu.ac.uk/

