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Brighton and Hove City Council (BHCC)

Local Employment Partnership (LEP) Programme

LEP Recruitment Process 

(Please also see the LEP Recruitment Process Flow Chart)

1. Vacancy in Department

	
	Assigned To

	Job Description, person specification and advert release form completed and forwarded to HR Administration Team.
	Recruitment Manager


2. HR Admin Team

	
	Assigned To

	Vacancy submitted to redeployment for up to one week.
	HR Admin Manager

	Vacancy released from redeployment to the HR Admin Manager.
	Redeployment Manager

	Vacancy added to the HR database and a BHCC job reference number assigned.
	HR Admin Manager

	Vacancy assessed for LEP eligibility: Grade SO2 or under, permanent or minimum 12 month temporary contract, non-internal advertising only, 16 plus hours per week.
	HR Admin Manager

	Eligible vacancies forwarded to LEP Project Manager.
	HR Admin Manager


3. LEP Project Team

	
	Assigned To

	Contact Recruitment Manager to assess suitability and collate more information on the role [see LEP vacancy assessment form]. If suitable, discuss the LEP programme in more detail: the process, timelines, training etc. Discuss direct recruitment costs with the Recruitment Manager (as per the agreed charges)
	LEP Project Manager

	Explain the buddy scheme and request contact details of the Line Manager, to be passed to the officer responsible for the buddy scheme within the LEP Project Team.
	LEP Project Manager

	Arrange a meeting with the Recruitment Manager, for post closing date, to hand over all application forms and discuss the interview style and content.
	LEP Project Manager

	Inform the HR Admin Manager whether the vacancy is suitable and if so, whether it will be open solely for LEP clients or both external and LEP.
	LEP Project Manager

	If not suitable, pass through the general recruitment route.
	HR Admin Manager

	For suitable vacancies, add ‘LEP’ to the front of the Job Title on the HR database, for central monitoring and double-check purposes
	HR Admin Manager

	Record the vacancy on the LEP Monitoring Spreadsheet.
	LEP Project Team

	Discuss with the HR Admin Manager whether there are enough vacancies coming forward to initiate Pre Employment Training (PET).
	LEP Project Manager

	If PET is an option, identify whether there are any appropriate dates scheduled for PET or if an additional course should be arranged (min 5 vacancies / max 15 clients). 
	LEP Project Manager

	For all PET, contact the Account Manager at JCP (Jobcentre Plus) to set up a meeting with the PET provider. Discuss content, timelines, vacancies etc and whether a BHCC presence is required to talk about the Council, discuss vacancies and/or assist with applications. Add details to the LEP monitoring spreadsheet.
	LEP Project Manager


4. Vacancy to Jobcentre Plus

	
	Assigned To

	Forward vacancy to JCP, dee.wishman@jobcentreplus.gsi.gov.uk and copy in the JCP Account Manager. Request an expression of interest, including closing date (vacancy open for up to two weeks), eligibility, hours, place of work, salary, legitimate restrictions and whether CRB checks are required. Attach the LEP Client Referral Form and state the correspondence address and contact details – this would be the LEP Project Team for general vacancies and Working Links if PET is provided. 
	LEP Project Manager



	Assign the vacancy an LEP code. Inform the LEP Project Manager and circulate the information to the relevant JCP offices and the Engage Partnership (local supported employment agencies) at forum@engagesolutions.org.uk  
	Jobcentre Plus

	Add the LEP Code to the LEP Monitoring Form.
	LEP Project Manager


5. Expression of Interest / PET

	
	Assigned To

	For direct expressions of interest, receive/complete a Client Referral Form for each interested client. 
	LEP Project Manager

	For PET, forward the LEP abridged application form to the PET Provider, stating the closing date, correspondence address (lepjobs@brighton-hove.gov.uk) and key contact.
	LEP Project Manager

	If required, personally attend the PET to discuss the vacancies and/or assist with applications. Ensure the Recruitment Manager(s)/ other BHCC officers attend the PET if this has been agreed.
	LEP Project Manager

	Discuss the LEP process and Buddy Scheme with the Line Manager. Request that a buddy is identified within the service area. Forward the relevant documents. 
	LEP Project Team – Buddy Scheme

	Once the nominated buddy details are received, liaise with the potential buddy for a one-to-one buddy meeting/group training session. Collate signed buddy documents from the Line Manager and buddy. 
	LEP Project Team – Buddy Scheme

	Liaise with the Line Manager to ensure that buddy monitoring meetings are scheduled in for the new employee (see Buddy Scheme Process). Discuss with the Line Manager the potential for the new employee to meet with the buddy and view their work environment and colleagues prior to their start date. Arrange for the buddy to greet them on their first day. 
	LEP Project Team – Buddy Scheme


6. Application Meetings / Submission

	
	Assigned To

	For direct applicants, refer to the LEP Application Meeting List and complete. Set up application meetings for approximately one hour per client, ensuring that any special requirements are met. Add information to the LEP Client Referral Form and LEP monitoring form.
	LEP Project Manager

	Conduct the application meetings using the LEP abridged application forms.
	LEP Project Manager

	For PET, receive applications from the provider. Contact the provider to discuss any issues and/or special requirements. PLEASE NOTE. Applications may also be received from LEP eligible clients who were not selected for the PET or did not require it.
	LEP Project Manager

	Collate the application forms. Detach the Recruitment Monitoring Form and clip to the Client Referral Form. Securely store the documents.
	LEP Project Manager

	If an insufficient number of applications have been received, inform the Recruitment Manager and pass the vacancy back to the HR Admin Manager for advertisement using the general route. Update the LEP Monitoring Spreadsheet.
	LEP Project Manager


7. Application Shortlisting

	
	Assigned To

	Add the applicant names to the Shortlisting Grid (see Shortlisting and Interview pack).
	LEP Project Manager

	E-mail the Shortlisting and Interview pack and Interview e-mail to the Recruitment Manager, personalising the text and deleting the sections that are not applicable.
	LEP Project Manager

	Meet with the Recruitment Manager to hand over the completed application forms and cross-reference against the Shortlisting Grid. Discuss any issues/special requirements and the format for interviews. 
	LEP Project Manager

	All applicants that have successfully completed the PET are GUARANTEED interviews. For direct applications, recommend that all applicants be interviewed, if capacity allows.
	

	If unable to interview all direct applicants, follow the shortlisting process (See Shortlisting and Interview pack) and notify the LEP Project Manager, providing feedback on each client.
	Recruitment Manager

	For direct applicants not shortlisted, contact the Supported Employment Agencies and offer feedback. Update the Client Referral Forms and LEP Monitoring Spreadsheet.
	LEP Project Manager


8. Interviews with Department

	
	Assigned To

	Arrange interview panel, venue – ensure that the interview content and style is informal and encouraging to the applicant. Complete and submit the Interview Details Form to the LEP Manager
	Recruitment Manager

	Inform JCP of the applicants to be interviewed, stating their names and National Insurance numbers. Update the LEP Vacancy Referral Forms and LEP Monitoring Spreadsheet.
	LEP Project Manager

	Contact applicants that have been shortlisted for interview, with at least seven days notice.
	Recruitment Manager

	Carry out interviews using the documentation in the Shortlisting and Interview pack.
	Recruitment Manager

	Inform the ‘preferred candidate’ by telephone (if possible) of the outcome, stating that any job offer is subject to pre employment checks.
	Recruitment Manager

	Complete the Recruitment Outcome Form and submit to the LEP Project Manager. 
	Recruitment Manager

	Update the LEP Monitoring Spreadsheet and forward the Recruitment Outcome Form to the HR Admin Manager
	LEP Project Manager


9. Pre Employment Checks

	
	Assigned To

	Send a conditional offer letter to the successful candidate, to include the relevant pre employment check documentation. Send rejection letters to external candidates only. Update the HR database.
	HR Admin Manager

	Collate the Pre Employment Check documentation. For Occupational Health, mark the form ‘Priority – LEP’ at the top before submitting. Liaise with the LEP Project Manager if there are any issues. Inform both the LEP Project Manager and the Recruitment Manager of the outcome.
	HR Admin Manager

	If the checks are successful, liaise with the Recruitment Manager with regard to a start date/venue etc. Send a confirmation letter to the candidate and await receipt of acceptance. Inform the LEP Project Manager and Recruitment Manager. Update the HR Database.
	HR Admin Manager

	If unsuccessful/ declined, liaise with the Recruitment Manager and LEP Project Manager to discuss the next steps.
	HR Admin Manager


10. Employment with BHCC

	
	Assigned To

	Request all relevant documentation from the Recruitment Manager to add to the newly created personnel file of the successful candidate and to keep for six months for the unsuccessful candidates.
	HR Admin Manager

	Complete the LEP Client Referral Forms and update the LEP Monitoring Spreadsheet. Forward all Recruitment Monitoring Forms and a copy of the LEP Vacancy Referral Form to the HR Admin Manager. Securely file all documents.
	LEP Project Manager

	Inform JCP of the outcome, providing the name and National Insurance Number of the successful applicant.
	LEP Project Manager

	Liaise with the Line Manager with regard to NVQ or equivalent training. If the department has not already arranged training, contact the relevant Engage Partnership member to meet with the Line Manager.
	LEP Project Manager

	Forward the Buddy Agreement for the new employee, to be signed and returned. Provide the Line Manager with the Supported Employment Agency details. Act as a point of contact for the buddy scheme’s implementation.
	LEP Project Team – Buddy Scheme

	Follow the department’s induction and employment processes whilst ensuring that the buddy/training requirements are built in.
	Line Manager

	Act as a point of contact for any issues involving the employee/ programme that cannot be resolved by the line manager.
	LEP Project Manager

	Monitor and support the employee for up to two years, liaising with the Line Manager.
	Supported Employment Agency

	Monitor the success of the programme on a quarterly basis by telephone/e-mail with the Line Manager for up to two years. Keep the LEP Monitoring Spreadsheet updated.
	LEP Project Manager
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