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SECTION 1 - RECRUITMENT & SELECTION 
 

The objective behind any recruitment and selection policy is to get the right person for 

the job with the appointment of the best candidate qualified for and suitable to the job. 

The selection procedure should therefore be based on both the job description and the 

objective requirements of the job. 

 

Discrimination 

In the case of any selection process companies need to ensure that they do not 

discriminate against one candidate over another. The Employment Equality Acts 1998 & 

2004 (see section 7 on ‘Employment Equality) make it illegal to discriminate on the 

following 9 specific grounds, 

 Gender 

 Civil status 

 Race 

 Religious belief 

 Age 

 Disability 

 Family status 

 Sexual orientation 

 Membership of the travelling community. 

 

Discrimination is described as the treatment of a person in a less favourable way than 

another person is, has been or would be treated in a comparable situation under any of the 

nine grounds. 

 

Discrimination can take a number of forms including, 

 (a) Direct discrimination 

Direct discrimination occurs when an employer treats a person less favourably than 

others on the basis of the nine headings outlined above. If an individual is asked 

questions at an interview which are related to one of the nine grounds this could be 

construed as discrimination. 

 

(b) Indirect discrimination 

Indirect discrimination is more common and arises when the same condition or 

requirement is applied, for example to both genders, but: 

(1) The ability of persons of one gender to comply is proportionately smaller than 

the other; and 

(2) It is not justified irrespective of gender.  

For example, setting criteria for selection, which are to the detriment of women or 

persons from ethnic minorities because only a small proportion can apply.  
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Vicarious Liability 

Generally employers are held responsible for the actions of their employees and this 

includes in the recruitment process. For instance an employer may become liable for 

discriminatory actions by employees actively involved in the recruitment and selection 

process. It is essential therefore that all staff are properly briefed with regard to all 

aspects of the company’s recruitment and selection processes. 

 

 

Steps in the Recruitment & Selection Process 

 
Job Specification 

The starting point in any recruitment and selection process must be the completion of an 

accurate job specification analysis, which will allow you to evaluate a job and determine 

a number of factors about the role, e.g. 

 

 What are the key tasks that need to be carried out?  

 What are the skills and aptitudes required to undertake these tasks?  

 When do these tasks need to be done?  

 What are the competencies required to effectively undertake the role?  

 

The job analysis is the first step in determining what skills and experience will be 

required of the successful candidate for the role, and the outcomes from the job analysis 

will form the pillars of the Job and Person specifications used in the recruitment 

campaign. These should, in turn, form the basis for selection criteria used to screen 

candidates’ initial application forms as well as their subsequent performance at interview. 

It is important therefore to ensure that the requirements for the position are legitimate, 

and do not discriminate on any of the nine grounds, unless this could be objectively 

justified. 

 

When putting together the specification you should ensure that only those specifications 

that are absolutely essential in order to do the job adequately are used and never 

introduce criteria into a job description that is not necessary and could be deemed to be 

discriminatory. For example, if the position on offer requires job applicants to undertake 

tests, such as physical lifting, which are not relevant to the work in question, this may be 

deemed to be discriminatory against females or individuals with disabilities. 

 

Advertising the Position 

If advertising the position externally ensure that your advertisement does not indicate or 

could be construed as indicating an intention to discriminate. 

 

Any advertisement should contain the following:  

 

 Employer’s name and contact details  

 A brief description of employer  

 The job title  
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 A brief outline of responsibilities and duties  

 The location of work  

 The level of experience required  

 The required education/qualifications  

  

Best practice suggests that any advertisement should contain a statement to the effect that 

“This Organisation is an Equal Opportunities Employer”. However, an organisation 

displaying such a logo should ensure that their recruitment practices reflect the statement. 

When writing an advertisement due consideration should be given to the Employment 

Equality Acts, 1998, 2004, 2008 and 2011, and the Equal Status Acts 2000 – 2011.  

 

The Application Form 

If a company use application forms in the selection process consideration should be taken 

of the following: 

(1)  Everybody who wishes to apply for the job can get an application form. 

(2)  That the form does not contain questions that are either discriminatory or could      

 be construed to be discriminatory. 

 

Where application forms are used, they should contain questions seeking only relevant 

information such as:  

 General information (name, address, telephone number and e-mail 

address)  

 Employment record  

 Education/qualifications  

 Skills and abilities  

 Referees  

 Job specific criteria (e.g. minimum educational qualification – degree in 

finance related discipline)  

 

Due consideration should be given to the type of questions asked to ensure they are not 

discriminatory. Questions should never be asked relating to any of the nine grounds 

outlined above e.g. regarding marital status, or whether the applicant has children. 

 

Screening Candidates/Shortlisting 

This is the stage where it is decided what candidates are going to be called for interview. 

However, in order to reduce the risk of discrimination and to identify the best potential 

candidates, it should involve a systematic and careful comparison of each candidate’s 

information against the pre-defined requirements of the job. A fair system of scoring each 

candidate should be established to ensure that discrimination does not become an issue. 

 

Following the completion of the screening process, the most highly ranked candidates 

should be called to interview, depending on how many people the organisation has 

decided to see. The most unsuitable candidates should be informed that they have been 

unsuccessful, and any candidates that fall in the middle may be retained for the moment 

in case it is not possible to recruit from those initially identified as the top candidates. 
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The reason why a person has not been selected should be recorded and kept with the 

applicant details in case of a claim being made at some future date. 

 

Interviewing 
After you have short listed candidates for the job the company will most likely set up 

interviews in order to garner further information about the candidates and to be of 

assistance in the final selection. 

  

To be fair and reliable interviews should have the following:  

 

 Careful preparation. Prior to conducting an interview it is essential that 

adequate preparation is made including, 

- Understanding the overall role of the job being offered. 

- Designing appropriate questions and ensuring that they are not and could 

not be construed as discriminatory. (See page 6 for sample interview 

questions).  

- Outline in advance the appropriate answers to these questions.  

- If more than one interviewer, get agreement on how the interview will be 

conducted and that all interviewers are familiar with the role. Also assign 

question areas to each interviewer.  

- be familiar with applications/CVs of interviewees. 

 

 Conducted by more than one person. As interviews can be quite subjective it is 

advised that interviews are conducted by more than one individual.   

 

 Training. It is important that whoever is conducting the interview is trained in the 

process in order to avoid asking questions that could be deemed to be 

discriminatory. It is also good practice that these individuals are trained in order 

to help them to collect the required information about interviewees in order to 

establish the best candidate. An interviewer that is unsure of the structure of an 

interview may not help in establishing details from a candidate that would prove 

to be important for the job. 

 

 Evaluation criteria. It is vitally important that a scoring scheme is in place that is 

agreed by all interviewers in order to help reach a decision on the best candidate 

for the job. It is also important in relation to being able to justify, if requested, 

why one candidate succeeded over another.  

 

 Records. The documentation associated the interview, including interview notes 

and evaluation criteria, needs to be retained for a minimum of one year. 

 

Appointment  

Before making an appointment it may be appropriate to check the references provided by 

the successful candidate. Checking of personal and/or professional references should be 

carried out to verify information attained at the interview. It is important to ensure that 

permission is sought prior to any reference being checked. This is not just best practice, 
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but also a requirement under the Data Protection Acts 1998 and 2003. The recommended 

forms of reference check are by telephone or face to face discussion. Written references 

can be vague and uninformative. When satisfied with the references it is normal to notify 

the successful candidate by letter with the appointment often subject to the completion of 

a successful medical examination. 

 

NOTE: 

Right to Information 

Please note that under the Data Protection Acts 1988 and 2003 an unsuccessful 

candidate may request details from their interview, including interview notes. It is 

extremely important therefore that you maintain a record of all notes, questions and 

evaluation criteria for at least one year. There is no requirement, however, to disclose 

confidential information. 

 

Induction  

The aim of an induction program to enable staff to be introduced into a new post and 

working environment quickly, so that they can contribute effectively as soon as possible. 

The induction policy, associated procedures and guidelines aim to set out general steps 

for managers and staff to follow during the induction process. It is expected that all 

managers and staff will adhere to this policy. 

 

The Company expects that the implementation of good induction practice by 

managers/supervisors will: 

 Enable new employees to settle into the Company quickly and become productive 

and efficient members of staff within a short period of time.  

 Ensure that new entrants are highly motivated and that this motivation is 

reinforced.  

 Assist in reducing staff turnover, lateness, absenteeism and poor performance 

generally.  

 Assist in developing a management style where the emphasis is on leadership.  

 Ensure that employees operate in a safe working environment.  

 Will reduce costs associated with repeated recruitment, training and lost 

production.  

 

See Appendix D for further information and a sample Induction Policy and Programme 
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COMMON JOB INTERVIEW QUESTIONS 
 

 

“Tell me about yourself." 
 

"Why do you want to work here?" or "What about our company interests you?" 

 

"Why did you leave your last job?" 
 

"What are your best skills?" 
 

"What is your major weakness?" 
 

"Do you prefer to work by yourself or with others?" 
 

"What are your career goals?" or "What are your future plans?" 

 

"What are your hobbies?" and "Do you play any sports?" 

 

"What salary are you expecting?" 
 

"What have I forgotten to ask?" 
 

Qualifications  

 What can you do for us that someone else can't do?  

 What qualifications do you have that relate to the position?  

 What new skills or capabilities have you developed recently?  

 Give me an example from a previous job where you've shown initiative.  

 What have been your greatest accomplishments recently?  

 What is important to you in a job?  

 What motivates you in your work?  

 What have you been doing since your last job?  

 What qualities do you find important in a co-worker?  

 

Career Goals  

 What would you like to be doing five years from now?  

 How will you judge yourself successful? How will you achieve success?  

 What type of position are you interested in?  

 How will this job fit in your career plans?  

 What do you expect from this job?  

 Do you have a location preference?  

 Can you travel?  

 What hours can you work?  

 When could you start?  
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 Work Experience  

 What have you learned from your past jobs?  

 What were your biggest responsibilities?  

 What specific skills acquired or used in previous jobs relate to this position?  

 How does your previous experience relate to this position?  

 What did you like most/least about your last job?  

 Whom may we contact for references?  

 

Education  

 How do you think your education has prepared you for this position?  

 What were your favorite classes/activities at school?  

 Why did you choose your major?  

 Do you plan to continue your education?  
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SAMPLE OFFER OF EMPLOYMENT 

 
Date      __________ 

 

Name  __________ 

Address  __________ 

Address __________ 

 

Dear ____________ 

 

 

I am pleased to offer you an appointment to our staff.  You are being offered a position in 

our ___________ department. 

 

Position/Title 

Your Position will be _________________ 

 

Your Manager will be_________________ 

 

This is a permanent position subject to the satisfactory completion of a probationary 

period.  

Location 

The company premises are at ______, where you shall be presently employed, however 

you may be relocated in the future and you will be given notice prior to this occurring.  

 

On your first day of employment with the company, you should report to ___________at 

_________ am/pm at the above address. 

 

Commencement Date 

Your appointment will commence on the _______________ and will not continue 

beyond your 65
th

 Birthday.  (or some other agreed year) 

 

Duties 

Your duties will include _____________ and any other duties you may be assigned. 

 

Salary 

Your salary will be €____________ per annum, and will be paid monthly/weekly/ by 

cheque/direct debit etc. 

 

The Company reserves the right to deduct from your pay any sums which you may owe 

the Company including without limitation to, any overpayment or loans made to you by 

the Company or losses suffered by the Company as a result of your negligence or breach 

of Company rules. 
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Hours of Work 

The Company operates from _________ to _________.  Work hours are from _______to 

________.  

 

You will be required to work ______ hours per week.  You will be rostered on a 

________ basis that will specify the days and hours you are required to work.  You will 

be required to work______ days per week, which may include Saturdays and Sundays. 

 

You are expected to be cooperative in working outside these hours.  Your hours of work 

may be changed at short notice and you are expected to comply with these changes.  You 

will be given as much notice as is reasonably possible. 

 

You may be required to work overtime (that is in excess of _________ hours).  When this 

is necessary you will be given as much prior notice as possible. 

 

Break entitlements are _________ in the morning and ______ for lunch. 

 

Where, due to circumstances outside the control of the Company, there is insufficient 

work, the Company reserves the right to place staff on Lay Off or Short Time working.  

In such circumstances the Company will give as much notice as is practicable.  Selection 

for Lay Off or Short Time working will be dependent on operational needs. 

 

Probationary Period 
You will be required to satisfactorily complete a six-month probationary period of 

employment. During the probationary period, employment may be terminated at the 

Company’s absolute discretion. In such case you will be entitled to 1 week’s notice, after 

the completion of 13 weeks service.  

 

The Company reserves the right to extend the probationary period, but in any case it will 

not be extended beyond 11 months. The company may if it wishes pay salary in lieu of 

notice and require that during such notice period you do not carry out any duties or attend 

at the work place.  

 

During the probationary period your performance will be evaluated and if successful the 

company will confirm the cessation of the probationary period. During the probationary 

period the provisions of the disciplinary procedure will not apply. 

 

Conditions Precedent 

It is a condition precedent of this offer of employment that the company receives 

satisfactory references and evidence of your qualifications. The company will request 

references from previous employers. These references must be on file prior to your 

commencing employment with the company.  

 

You are also required to undergo a medical examination with the company’s doctor. 

Confirmation of appointment will be dependent on the doctor confirming you are fit for 

employment. 
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To arrange your pre-employment medical, please contact: 

 

 Dr.____________ secretary at:  

 

 Address___________________ 

 Phone    ___________________ 

 

Shift Premium 

The Company may require you to work shift or unsocial hours - in such case you will be 

paid a premium – details may be obtained from your Manager.  

 

Sunday Premium 

If you work Sunday you are entitled to a Sunday premium of ___________.  

 

Holiday Entitlements 

In addition to the statutory 9 public holidays, your holiday entitlements will be_________ 

days per annum together with all statutory public holidays. It may be necessary for some 

staff to work public holidays.  The holiday year runs from _________ to _________ and 

your full entitlement must be taken during this period.  Only in very exceptional 

circumstances will un-taken holidays be carried forward to the next period.   

 

Holidays must be requested and approved in advance.   4 weeks’ notice must be given to 

management.  No more 2 weeks annual leave may be taken at any one time except in 

exceptional circumstances and at the sole discretion of management.  The Company will 

try to accommodate holiday dates, but the needs of the business may have to take 

precedence, particularly where inadequate notice is given.  

 

The Company reserves the right to nominate when holidays may be taken. In such cases 

at least one month’s notice will be given. 

 
Public Holidays shall be given in accordance with the Organisation of Working Time 

Act, 1997. 

 
On termination of employment, holiday entitlement will be calculated to the nearest full 

month worked. If you have already taken holidays in excess of your entitlement, this will 

be deducted from your final salary. 

Illness 

If you are unable to come to work due to illness you must inform your __________, or 

the ____________ department within 1 hour of your starting time on the first day, giving 

some indication of the reason for absence and the likely date of return.  If your absence is 

going to exceed two days you should forward a doctor’s certificate to the company on the 

third day.   

 

Certificates should be furnished on a weekly basis thereafter. Absence from work on 

Friday and the following Monday also requires a doctor’s certificate.   
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In the event of persistent absences due to illness, we may require you to be examined by a 

doctor appointed on our behalf. In any event, we reserve the right to have you medically 

examined at any time during employment for the purposes of establishing your fitness to 

work.  

 

Sick Pay 

The Company does not operate a sick pay scheme. The company therefore is not obliged 

to pay you during any absence on grounds of illness, and in such event you should avail 

of the appropriate Department of Social Protection benefits. Where, at the Company’s 

discretion you are paid, you will be required to return any social welfare benefits to the 

company. 

 

Termination 

Notice of termination of employment by either you or the company will be 

_______(number of weeks) or such further period as may be required by the Minimum 

Notice and Terms of Employment Acts, 1973 & 2001.  The company may if it so wishes 

pay salary in lieu of notice and require that during such notice period you do not carry out 

any duties or attend at the work place. 

 

Pensions 

Employees who have at least 6 months service in the Company can set up or contribute to 

a PRSA through payroll deductions.  

 

The Company has appointed ___________ as PRSA provider. 

 

Confidentiality 

All information not in the public domain acquired in course of your duties must be 

treated as confidential both during and after termination of your employment.  You are 

required to sign the company’s standard confidentiality and conflict of interest 

documentation. (NOTE this should accompany a contract of employment). See sample 

Confidentiality Agreement in Section 10. 

Exclusive Service 

During your employment you must devote your time, attention and skills exclusively to 

the business of the company and you must use your best endeavours to promote the 

interests, business and welfare of the company. You will not, during the continuance of 

your employment engage in other work or employment for any other party without the 

prior written consent of the company. You must avoid outside business relationships, or 

business dealings with any of the company’s customers/competitors. 

Severability 

In the event that any of these terms, conditions or provisions or any part thereof shall be 

determined to be invalid and unlawful or unenforceable, such term, condition or 

provision or any part thereof should be severed from the remaining terms, conditions and 

provisions which shall continue to be valid to the full extent permitted by the law. 
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Dismissal Procedure 

Where the Company is considering the termination of employment the employee 

concerned will be advised of the reasons giving cause to consider this action and afforded 

the opportunity to respond to such reasons, before any decision is made.   

 

The employee will be advised prior to the meeting of the purpose of the meeting and, in 

the case of disciplinary action, be allowed to have a work colleague/representation with 

them if they so wish. 

 

Employees have the right to appeal any decision of dismissal to _______(Manager) 

further information is available in the Disciplinary Policy.  

 

Law 

Irish Law shall govern this agreement and disputes arising under or about it should be 

subject to the exclusive jurisdiction of the Irish Courts. 

 

Terms of Employment (Information) Acts 1994 & 2001 

The provisions of this letter and appendices shall constitute notice to you of your terms 

and conditions of employment as are required to be given to you pursuant to the terms of 

Employment (Information) Acts 1994 & 2001. 

 

I enclose herewith staff handbook, which expands in detail the terms of your employment 

and should be read in conjunction with the terms of this letter of offer.  You should retain 

this copy for future reference and note that it forms a part of the terms and conditions of 

your employment. 

 

I will be happy to go into more detail with you on the enclosed terms and conditions of 

employment if you wish and if you have any queries, please do not hesitate to contact me. 

 

Please acknowledge acceptance of this offer on the terms stated by signing and returning 

the enclosed copy of this letter.  This offer of employment will remain open until 

______pm on ____________date. 

 

Yours sincerely, 

 

 

____________    __________________ 

Manager (on behalf of the Company)  Employee 
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(Intentionally blank) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 


