
PROCEDURE TITLE: Recruitment and Selection - Police Staff 
 
IN SUPPORT OF POLICY: Recruitment and Resourcing Policy 
 
CONTACT DETAILS: People Acquisition Mailbox 
 
BACKGROUND INFORMATION: This procedure outlines the recruitment and selection process for 
police staff. It ensures a fair and consistent approach is undertaken to support the Force's commitment to 
developing a workforce which reflects the community it serves.  
 
EQUALITY IMPACT ASSESSMENT: Complete  
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1.0 Introduction 
 
1.1 This procedure outlines the process used to recruit and select police staff within Northumbria Police.  
 
1.2 Northumbria Police recognises that its officers and staff are its greatest asset. Recruiting the right 
people is vital to ensure we develop a workforce which reflects the diverse communities we serve. With 
the right people we can continue to respond to, and develop the trust of our communities.  
 
1.3 The Code of Ethics underpins the principles and high standards of behaviour expected from all staff 
working for Northumbria Police. Our Recruitment and Selection procedure draws on the Code and its 
values to ensure we select the right candidates to work within our organisation.  
 
2.0 Ensuring a fair process 
 
2.1 Within the Force, our overall aim is to ensure a fair and consistent recruitment and selection process 
which recognises individual merit and supports anti-discrimination legislation. 
 
2.2 Equality of opportunity is central to our process. The Force recognises the importance of upholding its 
legal obligation to ensure that no unlawful discrimination occurs within its recruitment and selection 
processes on the grounds of age, disability, gender, marriage or civil partnership, gender identity, religion 
or belief, race, sexual orientation and pregnancy or maternity. 
 
2.3 Where under-represented groups are identified within the Force, positive action may be taken to 
balance this situation.  
 
3.0 Reasonable adjustments 
 
Provisions within the Equality Act 2010 require employers to make reasonable adjustments within the 
workplace as well as within the recruitment and selection process.  
 
This could include:  
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• Ensuring any selection paperwork can be completed by those with impaired vision, by using 
Braille or large print  

• Allowing additional time to complete written tests for dyslexic applicants  

• Ensuring that, if required, a British Sign Language interpreter will be available for deaf applicants. 

 
4.0 Legislative exemptions 
 
Due to the nature of the sensitive information available to all employees, the Force is not subject to the 
terms of section 4.2 Rehabilitation of Offenders Act 1975 by virtue of the 1975 Exceptions Order. 
Applicants are not therefore entitled to withhold information about convictions which, for other purposes, 
are ‘spent’. 
 
5.0 Security checks 
 
5.1 To be considered suitable for appointment for any role within the Force, successful applicants must 
satisfactorily pass security vetting. The Recruitment Vetting procedure applies to all applicants, who are 
taking up, or resuming, employment with the Force. This includes those transferring to, or re-joining the 
Force, and individuals returning from an extended period of absence or career break.  
 
5.2 Additional vetting checks may be required when applying for a new role. The level and depth of 
checks required will be dependent on the type of role applied for.  
 
5.3 In support of the Security Vetting Policy and the Force Vetting Procedure applicants will be required to 
complete the associated security vetting forms and provide documentation to prove identity and place of 
residence.  
 
5.4 A minimum of three years residency is required to allow for meaningful vetting checks to be 
completed. Applicants for designated posts must demonstrate a minimum period of five years residency 
in the UK. 
 
5.5 In addition, Biometric Vetting will apply to staff appointed in specific roles. Biometric vetting checks will 
be undertaken on candidates who are conditionally offered an appointment. Further information can be 
found in the Elimination Fingerprints and DNA – Police Personnel policy. 
 
6.0 Recruiting and selecting police staff 
 
6.1 Guidance for Vacancy Holders 
 
The below guidance is aimed specifically at vacancy holders and provides detailed information to support 
managers at each stage of the recruitment and selection process.  
 
6.2 Vacancy Filling 
 
6.2.1 In certain circumstances, a vacancy may be filled on a temporary rather than a permanent basis. 
This will typically be where cover is requested for a period of maternity or long-term sickness.  
 
6.2.2 Before advertising a vacancy, the redeployment register will be consulted to identify any suitable 
candidates for the role. A skills matching exercise may be undertaken and if successful the staff member 
will be redeployed into the vacancy.  
 
6.2.3 Where there are no suitable redeployees the vacancy will be advertised on the E-recruitment 
system and externally if appropriate.  
 
6.3 Eligibility criteria  



6.3.1 Nationality 
 
Applicants for police staff vacancies must meet the conditions of being a British, Irish or EU citizen or be a 
Commonwealth citizen or a foreign national with a right of abode in the UK. 
 
Nationality checks will be conducted in order to ensure we observe the conditions of the Asylum and 
Immigration Act 1996. Applicants invited to interview or assessment will be asked to bring proof of 
nationality in the form of their passport. 
 
6.3.2 Cautions and convictions 
 
Convictions, cautions or pending court cases may prevent appointment.  
 
6.3.3 Attendance and performance 
 
In cases where poor attendance and performance has been identified, the line manager should discuss 
with their staff member whether applying for a role at this time best supports the staff member; however 
the final decision rests with the staff member. 
 
6.3.4 Qualifications 
 
Certain posts may require the applicant to have undertaken relevant training or possess a specific 
qualification. This requirement will be detailed in the vacancy advert.  
 
Candidates will be expected to have completed and passed their qualifications. If you are currently 
working towards a qualification, you are advised to speak to the vacancy holder prior to submitting your 
application. 
 
6.3.5 Eligibility for internal candidates including staff appointed in fixed term contracts 
 
All staff including those appointed on fixed term contracts must successfully complete their probationary 
period before they are eligible to apply for a Northumbria Police vacancy (both internally and externally 
advertised). Where an investment in training is required for the role, successful applicants must stay in 
post for a minimum period which will be outlined in the advert. The minimum period should be notified by 
the vacancy holder following professional advice by People Services. This will be agreed with trade 
unions before the role is advertised. 
 
Staff undertaking an apprenticeship will be expected to sign a commitment statement which outlines the 
minimum duration of the apprenticeship. During this time, staff will be expected to remain in their current 
post to complete the apprenticeship. Prior to applying for or moving into a new role, learners must have 
their portfolio of evidence complete and be registered for End Point Assessment. Staff undertaking an 
apprenticeship must complete their current apprenticeship programme before enrolling for a further 
apprenticeship. The Apprenticeship Team can advise managers and staff appropriately regarding 
progression into a new role. 

7.0 Recruiting police staff in roles with designated powers 

7.1 Vacancies for Police Community Support Officer (PCSO) and Detention Officer (DO) are recruited 
centrally by People Services and applicants should follow any instructions provided at the time of 
applying.  

The recruitment process can include:  

• An on-line application form  

• An interview and/or assessment  



• A medical examination and physical fitness test  

• References and security checks. 
 
7.2 Eligibility criteria for PCSOs and DOs 
 
7.2.1 Age 
 
The minimum age for applicants is 18, however, applicants cannot commence employment until the age 
of 18½.. 
 
7.2.3 Nationality 
 
Applicants must meet the conditions of being a British, Irish or EU citizen or be a Commonwealth citizen 
or a foreign national with a right of abode in the UK. 
 
Nationality checks will be conducted in order to ensure we observe the conditions of the Asylum and 
Immigration Act 1996. Applicants invited to interview or assessment will be asked to bring proof of 
nationality in the form of their passport. 
 
7.2.4 Cautions and convictions 
 
Convictions, cautions or pending court cases may prevent appointment.  
 
7.2.5 Tattoos 
 
Tattoos are not a bar to appointment. However, some tattoos could potentially offend members of the 
public or colleagues as well as bringing discredit to the Force. The acceptance of tattoos will therefore 
depend on their size, nature and location. 
 
7.2.6 Health and Fitness 
 
In addition, applicants successful at interview will be medically assessed to ensure they meet the general 
health criteria including eyesight requirements. General fitness will also be assessed within the selection 
process. 
 
8.0 The Selection Process 
 
8.1 Applying for a vacancy 
 
8.1.1 All applicants for police staff vacancies will be required to apply using E-Recruitment. 
 
8.2 Pre-assessment checks 
 
8.2.1 Prior to short-listing, a number of preliminary employment checks will be conducted by People 
Acquisition for both internal and external candidates. 
 
8.2.2 These checks will consider convictions, cautions or pending court cases which may prevent 
appointment.  
 
8.2.3 Disciplinary issues and sanctions will not automatically discount an internal candidate, but they will 
be examined by the Head of People Services, who will make a decision based on the severity of the 
allegations and the circumstances.  
 



8.2.4 Once pre-assessment checks have been completed, applications will be forwarded to the vacancy 
holder who will then be required to undertake a selection process to identify the best applicant/s for 
appointment. 
 
8.3 Offering the post 
 
8.3.1 Once the assessment process is finalised, candidates will be informed of the outcome. 
 

8.3.2 The successful candidate/s will then receive a conditional offer of employment and will be asked to 
complete the following forms: 

• A Pers 17 medical questionnaire (this should be returned to OHU)  

• A vetting questionnaire see section 5.0 (this should be returned to Vetting)  

• A diversity monitoring form (this should be returned to People Acquisition Mailbox)  

• A reference see section 8.4 below (external candidates only - this should be returned to People 
Acquisition Mailbox). 

 
8.3.3 Subject to a satisfactory outcome, it will then be possible to arrange a start date for the new 
member of staff.  
 
8.3.4 The vacancy holder must submit a Resource Change Form. It is essential this is completed as soon 
as a start date is agreed in order for new starters to be set up on the relevant systems. 
 
8.3.5 People Acquisition will draft a letter and contract for the staff member. 
 
8.4 References 
 
8.4.1 References for external candidates will be sought and should cover the previous 3 years 
employment history. 
 
8.4.2 Testimonials from personal referees will not be taken into account. However, where an individual 
has no employment history, a satisfactory reference will be sought from a responsible person who has 
had significant contact with the applicant for example, head teacher, college lecturer, training supervisor. 
 
9.0 Induction and probation 
 
It is the manager’s responsibility to ensure that the induction and probation process is fully implemented 
and key milestones are documented within the staff member’s Performance Development Review (PDR). 
More information on this can be found in the Police Staff Induction Handbook. 
 
For redeployees, a trial period of 4 weeks will take place.  
 
Staff will be subject to a probationary period of six months when they are both new to the Force and new 
to a different role within the Force. 
 
10.0 Retaining police staff 
 
In order to support our staff we offer a range of flexible working options which are outlined in the Flexible 
Working Requests procedure. 
 
In addition, it is vital that managers support and develop staff and officers, recognising and rewarding 
excellent performance through the PDR process as well as the procedures linked below. The annual 
Pride in Policing Awards provide an ideal opportunity to formally recognise high performing officers, staff 
and teams.  



 
 

 
CRITERIA: This procedure will be applied to assist in the recruitment process.  
 
ACCESS AND DISCLOSURE RESTRICTIONS: None  
 
FORMAL TRAINING REQUIREMENTS: None  
 
IS A LOCAL PROCEDURE REQUIRED IN SUPPORT OF THIS DOCUMENT: No  

 

 


