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October 2022 

          FOI_5608 
 
The following information was requested on 24 September 2022: 
 
Could you please send me your HR Recruitment Policy and Procedures please. 
 
Our Response 
 
Please, find attached below: 
 

• Recruitment and Selection Policy 
• Recruitment and Selection Procedure. 

 
 
 
Redacted - Junior Staff names 
 
Please note we have redacted the names of junior staff, as we believe that disclosure is 
exempt under section 40(2) by virtue of section 40(3A) (a) of the Freedom of 
Information Act 2000, where disclosure to a member of the public would contravene 
one or more of the data protection principles. The data protection principles are set out 
in Article 5 of the General Data Protection Regulation. 
 
We believe those members of staff have not consented for their personal information to 
be used in this way and they would not reasonably expect it to be disclosed in response 
to a FOI request. NHS Resolution believes it has a greater responsibility to protect 
those individuals’ identities, as disclosure could potentially cause damage and/or 
distress to those involved.   
 
 
This concludes our response to your request. 
 
If you are not satisfied with the service that you have received in response to your 
information request, it is open to you to make a complaint and request a formal review 
of our decisions. If you choose to do this, you should write to Tinku Mitra, Deputy 
Director of Corporate and Information Governance for NHS Resolution, within 28 days 
of your receipt of this reply. Reviews of decisions made in relation to information 
requests are carried out by a person who was not involved in the original decision-
making about the request. 
 

mailto:tinku.mitra@nhs.net


 
 

 

If you are not content with the outcome of your complaint, you may apply directly to the 
Information Commissioner for a review of the decision. Generally, the Information 
Commissioner will not make a decision unless you have exhausted the local complaints 
procedure. The address of the Information Commissioner’s Office is: 
 
Wycliffe House  
Water Lane  
Wilmslow  
Cheshire  
SK9 5AF 
 
https://ico.org.uk/  

https://ico.org.uk/
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1. Equality statement and impact assessment 

1.1. NHS Resolution aims to design and implement services, policies and measures 
that meet the diverse needs of our service, population and workforce, ensuring 
that none are placed at a disadvantage over others. It is a requirement that we 
conduct equality impact assessments on all policies and services within 
NHS Resolution. 

1.2. As part of its development, this policy and its impact on equality have been 
reviewed in consultation with trade union and other employee representatives 
in line with NHS Resolution’s Equality, Diversity and Inclusion Policy (HR01). 
The purpose of the assessment is to minimise and, if possible remove any 
disproportionate impact on employees on the grounds of race, sex, disability, 
age, pregnancy and maternity, marriage and civil partnership, gender 
reassignment, sexual orientation or religious or other belief. 

2. Introduction 

2.1. This policy is designed to support, provide advice and guidance on statutory 
requirements and, best practice to Recruiting Managers by providing a fair, 
consistent, transparent and effective approach to the recruitment and selection 
of staff. 

2.2. In accordance with the Equality, Diversity and Inclusion Policy, NHS Resolution 
will ensure that no prospective staff member is discriminated against, either 
directly or indirectly, on grounds which include: 

• age 
• disability 
• gender re-assignment 
• marriage and civil partnership 
• race 
• religion or belief 
• sexual orientation 
• pregnancy & maternity  
• sex. 

2.3. NHS Resolution recognises and supports the Board’s obligations under the 
following legislation and statutory requirements for recruitment and selection: 

• Data Protection Act 2018 
• General Data Protection Regulation (GDPR) 
• Code of Practice on Recruitment and Selection 2002 
• Asylum and Immigration Act 1996 
• Asylum and Nationality Act 2006 
• Rehabilitation of Offenders Act 1974): Exemptions Order (1975) and 

Amendment Orders (1986) 
• Human Rights Act 1998 
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• Civil Partnership Act 2004 
• Gender Recognition Act 2004 
• Equality Act 2010 
• Constitutional Reform and Governance Act 2010. 

3. Scope 

3.1. To set agreed governance standards for recruitment and selection that support 
the policy statement above and to comply with employment legislation and best 
practice. 

3.2. NHS Resolution recognises the importance to clarify the roles, responsibilities 
and expectations of both Recruiting Managers and HR at each stage of the 
recruitment and selection process. This will assist in reducing ambiguity and 
ensure that the recruitment and selection cycle is as short as possible.  

3.3. To set out the recruitment messaging in which we promote NHS Resolution as 
an Employer of Choice (Recruitment Branding) that promotes NHS Resolution 
Purpose and Values and is best placed to take advantage of the available 
labour and talent market. 

3.4. Staff appointed to roles with NHS Resolution will have the appropriate 
competencies to undertake the requirements of the post including, where 
applicable relevant professional registration. 

3.5. Candidates are selected on the basis of their ability to undertake the 
requirements of the post and to make a contribution to NHS Resolution’s future 
development. 

3.6. All applicants will have a positive experience of the recruitment and selection 
process. 

3.7. Talent resourcing is conducted both internally and externally in an open, fair, 
transparent and consistent manner. 

3.8. This policy applies to all Recruiting Managers, internal and external candidates 
and all parties connected with the recruitment and selection process. 

4. Principles  

4.1. All appointments made will be compliant with current employment law 
legislation and statutory requirements. 

4.2. NHS Resolution will make reasonable adjustments to facilitate the interview 
and appointment of suitable candidates who have a disability. In line with the 
requirements of the Disability Confident scheme, candidates with disabilities 
who have declared they have a disability and who demonstrates that they meet 
the minimum criteria for the post, will be guaranteed an interview. 
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4.3. The recruitment and selection process will be fair, reliable, robust and auditable 
(i.e. capable of scrutiny). 

4.4. NHS Resolution will ensure that candidates are assessed fairly and, the 
recruitment and selection process is valid and user friendly from all 
perspectives, including that of candidates and Recruiting Managers and those 
who administer the process.  

4.5. Appointments will be made on the basis of competency based interviews and 
assessments. 

4.6. NHS Resolution will ensure that all Recruiting Managers are trained and have 
the necessary knowledge, skills and competencies to undertake all aspects of 
recruitment and selection; this will be achieved via the Management 
Development Programme. Recruiting Managers will have appropriate training 
in: 

• recruitment and selection techniques 
• application of the Recruitment and Selection Policy and Procedure 
• equality, diversity and inclusion  
• unconscious bias. 

5. Vacancies 

5.1. Vacancies can arise due to a number of differing factors as follows: 

• Resignation  
• Retirement 
• Specific short-term project work requirements 
• Maternity & parental leave cover 
• Sick leave (long-term cover) 
• Career break 
• Creation of a new post (e.g. organisational or departmental restructure) 
• Secondment. 

5.2. Recruiting Managers are responsible for reviewing the need for the post as 
soon as it becomes vacant or is in process of becoming vacant where the 
current post holder resigns or is promoted, taking into account factors such as 
changing organisational and service needs. Funding arrangements will also 
need to be considered before recruitment takes place. The Recruiting Manager 
should also consider the best way of filling the post, whether this is as an 
internal opportunity for promotion or whether this is advertised more widely. 

5.3. When a new post has been identified and approved, the Recruiting Manager is 
responsible for compiling a Job Description and Person Specification. A HR 
representative can provide advice on compiling a ‘fit for purpose’ Job 
Description and Person Specification. Person Specifications should focus on 
the knowledge, skills and competencies required for the post. 
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5.4. Recruiting Managers must be aware that prior to advertising a new post, the 
Job Description will require evaluation by an Internal Job Evaluation Panel to 
provide a Pay Band outcome for the post. Job Evaluations are undertaken in 
line the NHS Job Evaluation Scheme (for Agenda for Change (AfC) posts). In 
the event that an internal panel is unable to agree an appropriate evaluation 
outcome, external support will be established from an appropriate ALB or 
directly from the DHSC. 

5.5. Consideration should be made as to whether the post is suitable for part-time 
working or other forms of flexible working and, where the post will be based 
(i.e. home or office or hybrid working). Fixed Term Contracts should only be 
used when covering an interim vacancy caused by, for example a career break 
or maternity leave. Fixed Term Contracts should not be used to fill permanent 
posts. FTCs can be used for project work which has a fixed time period and 
then no longer exists.   

5.6. The Equality Act 2010 contains provisions to allow positive action specifically in 
the process of recruitment and promotion in limited circumstances. Refer to 
Equality, Diversity and Inclusion Policy for further information.  

6. Workforce Strategy Group (WSG) for new posts  

6.1. Establishment posts are agreed through the business planning process. All 
new posts which will increase the Workforce Establishment must be approved 
by WSG prior to advertisement.  

6.2. The Recruiting Manager is required to complete a WSG Business Case to gain 
approval to advertise; the process is as follows: 

• Recruiting Manager to complete and sign Business Case; submit to 
Departmental Director for sign off 

• Recruiting Manager to submit Business Case to Head of HR and Head 
of Financial Accounting (for HR and Finance approval/sign off) 

• Completed, agreed and signed off Business Case submitted by Head 
of HR for submission to WSG 

• WSG reviews Business Case  
• Departmental Director informs Recruiting Manager on outcome of 

Business Case via email 
• Business Cases will not be submitted to WSG without Departmental 

Director/HR/Finance sign off. 

6.3. The WSG Business Case Template, Terms of Reference and WSG meeting 
dates are available on the Intranet. 

6.4. Vacancies that arise due to a current employee leaving or being appointed into 
a new role within the NHS Resolution do not require WSG approval; they can 
be approved at Departmental Director level.  
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1. Equality statement and impact assessment 

1.1. NHS Resolution aims to design and implement services, policies and 
measures that meet the diverse needs of our service, population and 
workforce, ensuring that none are placed at a disadvantage over others. It 
is a requirement that we conduct equality impact assessments on all 
policies and services within NHS Resolution. 

1.2. As part of its development, this procedure and its impact on equality have 
been reviewed in consultation with trade union and other employee 
representatives in line with NHS Resolution’s Equality, diversity and 
inclusion policy and procedure (HR01). The purpose of the assessment is 
to minimise and, if possible remove any disproportionate impact on 
employees on the grounds of race, sex, disability, age, pregnancy and 
maternity, marriage and civil partnership, gender reassignment, sexual 
orientation or religious or other belief. 

2. Introduction 

2.1. This Procedure  needs to be considered alongside the Recruitment & 
Selection Policy (HR16) is designed to support, provide advice and 
guidance on current best practice to Recruiting Managers by providing a 
fair, consistent, transparent and effective approach to the recruitment and 
selection of staff. 

3. Advertising 

3.1. All vacancies are advertised via NHS Jobs. This allows for maximum 
coverage. CVs will not be accepted for vacant posts and all candidates 
are required to apply via the online application form for the vacant post, 
via NHS Jobs. 

3.2. If a Recruiting Manager requires advertising via a different media e.g. 
LinkedIn, other professional media/publication or intends to use a 
recruitment agency, this must be discussed in the first instance with HR. 
Whilst there may be benefits to advertising vacancies outside of NHS 
Jobs and/or using recruitment agencies, this can have cost implications 
and should therefore only be considered in exceptional circumstances or 
for very senior roles. For information on the use of social media such as 
LinkedIn please refer to the organisations Social Media Policy.  

3.3. All vacancies (either internal or external) will be brought to the attention of 
all staff via the All Staff Weekly E-Bulletin. 

3.4. There is no set period of time a vacancy will be advertised for; however 
the minimum should be one calendar week. 
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4. Short-listing  

4.1. Short-listing will be robust and based solely on the criteria for the post as 
detailed in the Person Specification. Short-listing should ideally be 
undertaken and completed within 3 working days of receiving the NHS 
Jobs short-listing link from HR.  

4.2. Short-listing Panels should consist of a minimum of two people and be 
completed in relation to the knowledge and requirements of the post. One 
member of the Short-Listing Panel must be the Recruiting Manager (or the 
Line Manager of whom the post will directly report). Short-Listing Panel 
members should ideally be the same members as the Interview Panel for 
consistency and continuity purposes. 

4.3. Where there is a potential conflict of interest (i.e. one of the external 
applicants is related to, or is known by a member of the Short-Listing 
Panel), this must be declared and reported to HR, so that an alternative 
Short-Listing Panel member can be sourced. 

4.4. The review and short-listing of applications must be done via the NHS 
Jobs short-listing functionality (i.e. no other form of short-listing will be 
accepted). Reasons for rejecting an application should be detailed and 
inputted against each application on NHS Jobs. All disabled applicants 
who meet the minimum requirements for the post as set out in the Person 
Specification are eligible to be short-listed for interview, as per the 
Positive About Disabled People Scheme. 

4.5. Short-Listing Panel members should be aware that by not recording the 
reasons for rejecting an application on NHS Jobs, a complaint/claim of 
discrimination or unfairness may be submitted by a candidate. Therefore it 
is imperative that the reasons for rejecting an application are recorded on 
NHS Jobs. 

4.6. HR will undertake and verify short-listing decisions; if any issues are 
identified (e.g. inconsistency in short-listing outcomes etc.); HR will 
discuss these issues with the Short-Listing Panel before any 
communication is made with applicants. 

4.7. Recruiting Managers and Short-Listing Panel members should be advised 
that there is short-listing guidance available on NHS Jobs under the 
Training Environment/Recruiting Manager/Short-Listing functionality. 

4.8. If the interview date is not provided in the advert, Recruiting Managers 
should allow at least ten working days from date of completed short-listing 
to interview date. This will allow candidates the appropriate time to 
arrange for time to attend. 
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5. Interviews 

5.1. Interview Panel members are required to have been trained or, have 
appropriate experience in recruitment and selection prior to participating in 
interviews. The Chair of the interview panel should satisfy themselves that 
the interview panel has the appropriate knowledge and experience in 
order to conduct the interview process.  

5.2. All interviews should be conducted using competency based interview 
questions. Additional technical questions may be used after discussion 
with HR.  

5.3. Prior to the interview, Interview Panel members should discuss the 
interview process and agree on the interview questions and scoring 
criteria which are to be used for all candidates. This will ensure that there 
is continuity and fairness for all candidates. 

5.4. Composition of the Interview Panel will vary according to the nature of the 
post, but should have a minimum of two panellists, one of whom is 
advised to be the immediate Line Manager for the post. 

5.5. The use of additional assessment methods (i.e. presentation, test etc) 
should be arranged to effectively coincide with the actual interview. The 
use of additional assessment methods must be made known via the 
invitation to interview. In exceptional circumstances (usually Director level) 
Psychometric Testing may also be used. This will enable the panel to 
delve into further questions about the candidates but must not be used as 
a method of selection in itself.  

5.6. Interview question notes should be recorded by all Interview Panel 
members on the Interview Question Form for each candidate. 

5.7. Following interview, the Interview Panel should decide and agree on the 
outcome of each interview and agree the scores together. The Recruiting 
Manager should then complete the Interview Record Form (see Appendix 
2); this must be returned to HR along with all the Interview Panel member 
notes. 

5.8. To demonstrate that there is a fair and transparent process, the Interview 
Panel should ensure the following takes place: 

• They pay close attention to every applicant  

• Set time limits for presentations, written exercises and interviews and 
ensure that the time limits are maintained for each candidate 

• Be ready to answer the applicants’ questions 
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• Ensure discriminatory questions are not asked (e.g. a woman should 
not be asked about whether she is planning to request part-time 
working) 

5.9. One of the Interview Panel members will be required to take copies of all 
candidates ID and professional qualifications. ID documentation should be 
one photographic proof of ID and two proofs of address. Copies of these 
documents must be submitted to the HR along with Interview Panel 
documentation.  

6. Informing candidates of outcome 

6.1. The successful candidate should be telephoned as soon as possible 
(where possible within one working day of the interview) by the Recruiting 
Manager and offered the post). The offer will be conditional pending 
receipt of satisfactory references and Occupational Health Clearance. 
Recruiting Managers must not agree a starting salary with the successful 
candidate without first discussing this with HR. (see Appendix 4). 

6.2. Unsuccessful candidates should be contacted by telephone by a member 
of the interview panel to inform them of the outcome of the interview and 
to provide interview feedback. By undertaking this process, it will give a 
positive impression of the organisation with regards to recruitment and 
selection. 

6.3. It is important that internal candidates, who have been unsuccessful in an 
application for another post within the organisation, at either the short-
listing or interview stage remain motivated to fulfil their current role and 
extra care should be taken in explaining any areas for development and 
how these may be addressed for any future applications within the 
organisation. 

6.4. Where internal candidates are successful in gaining another position 
within the organisation, a release date should be agreed between the 
Recruiting Manager and the candidate’s current Line Manager. Advice 
can be sought from the Human Resources Department if required. 

6.5. All Interview Panel questions/tests/presentations/ID and qualification 
documentation must be returned to HR once the verbal offer of 
employment has been made to the successful candidate. Interview 
documentation relating to the successful candidate will be retained on the 
employees personnel file. Interview documentation for all unsuccessful 
candidates will be held by Human Resources for a period of two years 
following date of interview; the documentation will then be destroyed by 
shredding. 
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7. Offer of employment 

7.1. All offers of employment must be signed and sent by Human Resources. 
HR will use the information provided in the Employment Offer Form (see 
Appendix 3) to produce the offer of employment letter. 

7.2. Offers of employment remain conditional until satisfactory pre-
employment checks have been completed as set out in the NHS 
employment Checks Standards and sections 12 to 16 below. 

7.3. Only after satisfactory pre-employment checks have been received by the 
HR Department and approved by the Recruiting Manager, can a start date 
be confirmed with the new staff member. 

7.4. Failure to satisfy any of the pre-employment checks required for the post 
may result in withdrawal of the conditional employment offer.  

8. References 

8.1. At least two references will be sought (spanning three years prior to the 
application date) and should include the current or more recent Line 
Manager. 

8.2. If an individual has been with one employer for more than three years, 
one reference may be sufficient. 

8.3. If an applicant is already working with the NHS, employment dates are 
verified using the Electronic Staff Record (ESR) system. 

9. Occupational health clearance 

9.1. Occupational Health clearances are requested by HR. Successful 
candidates will be sent an on-line link in order to complete the pre-
employment health questionnaire. Once the candidate has been cleared 
fit by our Occupational Health Advisor the HR Department will be notified. 

9.2. The purpose of the clearance is to identify any reasonable adjustments 
that may be needed for the successful applicants. Where additional 
information is sought by Occupational Health, this process will be 
managed by Human Resources and communicated to the Line Manager. 
There may be occasions where additional medical information is 
requested by Occupational Health or a desk assessment is required 
during the first week of employment. Offers of employment should not be 
withdrawn on the basis of medical reasons unless all reasonable steps 
have been taken and Human Resources advice has been sought. 
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10. Disclosure barring service checks 

10.1. NHS Resolution does not undertake Disclosure Barring Service (DBS) 
checks formerly Criminal Records Bureau (CRB) checks, as the posts are 
not deemed to fall within the specified occupations. 

11. Identification checks (verifying identity) 

11.1. It is vital that the identity of all new staff members is reliably verified in 
order to corroborate their full name, signature, date of birth and 
permanent address. Line Managers will complete the relevant identity 
check as part of the interview process. If deemed necessary the Human 
Resources Department may verify and recheck identity documents as part 
of the pre-employment check process. 

11.2. Details of the original documentation required to verify identification will be 
detailed on the Offer of Employment letter sent to all staff members. 

12. Right to work in UK/Visa/Work permits 

12.1. All NHS organisations are required to undertake Right to Work checks for 
all new staff members. It is important to ensure that all new staff members 
are legally entitled to work in the UK in line with Home Office Guidance; 
this is available via www.homeoffice.gov.uk. 

12.2. Original documents must be produced to verify the Right to Work; the 
documents that new staff members must provide to confirm they have the 
legal right to work in the UK is stipulated in the NHS Employment Checks 
Standards (Right to Work) and via the Home Office website. HR will 
undertake the required right to work checks.  

12.3. Where relevant to the role, HR will also seek to have sight of original 
documents for university qualifications or NVQs and, will also seek 
evidence of professional membership where required. 

13. Induction 

13.1. All new staff members must undergo a formal induction process; this will 
include attendance at a Corporate Induction Day event. Line Managers 
should allow new staff members to have protected time to attend all 
induction meetings and events (see HR08 Induction Policy and 
Procedure). 

14. Probation 

14.1. All new staff members are subject to a 6 month probation period before 
their employment is confirmed as substantive. Line Managers must 
ensure that probation meetings take place in line with agreed Policy and 
Procedure (see HR20 Probation Policy and Procedure). 
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15. Complaints Procedure 

15.1. All candidates have the right to complain if they feel they have not been 
selected for a role as the appointment was not based ‘on merit, on the 
basis of fair and open competition’.  Selection of new recruits must meet 
the following three elements: 

•  Merit means the appointment of the best available person judged 
against the essential criteria for the role. No one should be 
appointed to the role unless they are competent to do the role and 
the job must be offered to the person who would do it best; 

•  Fair means there must be no bias in the assessment of candidates. 
Selection process must be objective, impartial and applied 
consistently; 

•  Open means that job opportunities must be advertised in line with 
Section 7. Potential candidates must be given reasonable access to 
information about the job and its requirements, and about the 
selection process. In open competitions anyone who wishes must be 
allowed to apply. 

 
15.2 If candidates have a complaint about any aspect of the recruitment 

process, they should write to the Head of Corporate and Information 
Governance at the following details: 

Head of Corporate and Information Governance 
NHS Resolution 
2nd Floor 
151 Buckingham Palace Road 
London SW1W 9SZ 
or e-mail generalenquiries@resolution.nhs.uk  
 

15.3 Complaints will be managed in accordance with NHS Resolution’s 
Complaints Policy (CG12). This policy can be found on our website, link:  
http://www.nhsla.com/search/pages/Results.aspx?k=complaints%20polic
y  
 

16. Further guidance 

16.1. If a Recruiting Manager is unclear on any aspect of the recruitment and 
selection process as detailed in this Policy and Procedure, advice can be 
sought from the Human Resources Department.  

17. Monitoring 

17.1. This Policy and Procedure will be reviewed every three years by the 
Human Resources Department and, will be updated in line with any 
changes to Employment Law and statutory requirements as and when 
appropriate. 
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Appendix E 
Starting salary and pay guidance 
1. Introduction 

1.1. The purpose of this guidance is to ensure that a fair and consistent 
approach is adopted across NHS Resolution when determining an 
individual’s starting salary on an Agenda for Change Pay Band, including 
movement between Pay Bands. 

1.2. This guidance is limited only to those staff covered by Agenda for Change 
Terms and Conditions of Employment. 

2. Principles 

2.1. Staff joining the NHS should under most circumstances commence on the 
bottom of the pay band. 

2.2. The awarding of incremental credit without good reason is contrary to the 
principles of fair pay, both within national equal pay legislation and within 
the Agenda for Change Terms and Conditions of Service (AfC). 

3. Pay spines and scales 

3.1. Within each AfC Pay Band there are a number of pay points to allow for 
progression of pay. Employees will progress from point to point within their 
Pay Band on an annual basis (i.e. incremental date) until they reach the top 
of the Pay Band, provided that their performance is satisfactory and they 
demonstrate the agreed knowledge, skills and competencies via the Annual 
Appraisal Performance process (NHS Terms and Conditions of Service). 

4. Starting salary for non NHS employees 

4.1. New employees who are taking up employment with NHS Resolution and 
have no previous NHS service, the following pay guidance will apply: 

4.2. Starting salary will be at the minimum of the Pay Band relevant to the post, 
as set out in the NHS Terms and Conditions of Service Handbook. 

4.3. In certain circumstances, the Recruiting Manager may want to offer a new 
employee a starting salary above that of the minimum for the Pay Band (for 
example to recognise the new employee’s previous knowledge, training 
and experience). The Recruiting Manager is required to liaise with HR 
before a verbal offer is made to the successful candidate. 

4.4. When a successful candidate wishes to negotiate a higher starting salary 
with the Recruiting Manager, the Recruiting Manager is required to liaise 
with HR. 
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4.5. A salary higher than the minimum must not be offered until the Recruiting 
Manager has the appropriate documentary evidence and approval from 
HR. 

4.6. A copy of this evidence must be forwarded to the Human Resources with 
the offer form. 

4.7. Any application to support the successful candidate being paid above the 
minimum point on the Pay Band must be submitted before the employee 
commences employment within NHS Resolution. Application received after 
this point will not be considered. 

4.8. The Recruiting Manager must be able to justify the proposed course of 
action, including the impact upon: 

• Other staff already in post 

• Other staff outside the immediate area of work 

• Consistency locally. 

4.9. The Recruiting Manager must consider and justify any proposed starting 
salary offer to new employees, by taking into account the effect this will 
have on current staff employed in the same post. 

4.10. Incremental dates for new non-NHS employees will be the official starting 
date (i.e. first day of employment). 

4.11. Successful candidates who are part-time or fixed term employees will 
receive the same pay entitlements on a pro-rata basis to that of full-time 
employees (NHS Terms and Conditions of Service). 

5. Starting salary for previous NHS employees 

5.1. Successful candidates who are taking up employment with NHS Resolution 
and have previous NHS service, the following pay guidance will apply: 

5.2. Reckonable Service 

Previous employment with any NHS organisation will count as reckonable 
service in respect of NHS agreements on redundancy, maternity, sick and 
annual leave payments (NHS Terms and Conditions of Service). 

5.3. NHS employers have the discretion to take into account any period or 
periods of employment with employers outside the NHS where these are 
judged to be relevant to NHS employment when returning to NHS 
employment (NHS Terms and Conditions of Service). This should only be 
done after consultation with a member of the Human Resources 
Department. 
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5.4. Appointment to a Lower Band 

If a new employee is appointed to a lower banded post with NHS 
Resolution (e.g. Band 3) to that of their previous NHS employer (e.g. Band 
4) the starting salary at NHS Resolution (e.g. Band 3) post will be at the 
equivalent pay point within the Pay Band of their previous NHS post if the 
previous higher Pay Band had been worked. The incremental date would 
remain unchanged (i.e. incremental date with previous NHS employer will 
apply if appropriate). 

5.5. Appointment to a post at the same band 

If a new employee is appointed to a post within NHS Resolution on the 
same banded post to that of their previous NHS employer, the starting 
salary at NHS Resolution will be at the previous pay point within the Pay 
Band for the post. The incremental date will remain unchanged (i.e. 
incremental date with previous NHS employer will apply if appropriate). 

5.6. Appointment to a post at a higher band i.e. promotion 

Pay on promotion to a higher Pay Band (e.g. Band 5 to Band 6) will be set 
at either the minimum of the new Pay Band (e.g. Band 6), or if this would 
result in no pay increase, the first pay point in the new pay band which 
would deliver an increase in pay (NHS Terms and Conditions of Service). 

5.7. Confirmation of previous NHS Service 

5.8. In order for Sections 5.4 and 5.5 above to be undertaken, the HR Adviser 
will confirm via ESR (Electronic Staff Records) system an IAT (Inter Agency 
Transfer) request. This is an automatic online record that pulls through 
previous NHS employment which confirms: 

• NHS Continuous Service Date 

• Previous Pay Band and Pay Scale 

• Incremental Date 

6. Promotion for internal employees 

6.1. When an internal employee is promoted to a permanent higher Pay Band, 
their pay will be set in accordance with section 5.6 above and their 
incremental date will change to that of the date the employee officially 
takes up post (i.e. first day of new post). 

6.2. Where a member of staff is acting up in to a post to a higher Pay Band for 6 
months or more and is subsequently appointed to the post then, the date of 
promotion will be deemed to be the date that the acting up period started. 
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6.3. In the interest of equity, incremental credit may be given for completed 
months and years of relevant and comparable experience in the new 
banded post. This is pertinent to those who have acted into roles at the 
same Pay Band which they are then appointed into on a permanent basis.  
Further advice should be sought from the Head of HR to ensure that 
fairness to existing staff, or staff who may be internally promoted. 

7. Staff returning to the NHS after a break in service 

7.1. Staff who have a break of more than one year from the NHS will normally 
enter the Pay Band at the minimum, however incremental credit for 
previous NHS service may be considered. Further clarification will need to 
be sought from Human Resources. 

7.2. Recruiting Managers may use their discretion to appoint at a higher salary 
will need to consider to what extent the previous service will be of 
relevance to their new post. 

7.3. An employee’s Continuous Service with any NHS employer counts as 
Reckonable Service in respect of NHS agreements on redundancy, 
maternity, sick pay and annual leave. 

7.4. During a career/employment break, staff will not progress up the Pay Band 
for the duration of the break. On return from this break, staff will be placed 
on the same Pay Band and point as they were on before the break. Their 
next incremental point will be paid after they have completed a total of 12 
months’ work since the last increment (i.e. excluding the break). 

8. Recruitment and retention premia (RRP) 

8.1. If there are difficulties in recruiting staff from specific occupations a 
Recruitment and Retention Premia may be applied for. The Head of HR 
should be contacted in the first instance and a Business Case will be 
required to be submitted to the Workforce Strategy Group prior to 
advertising the post. This is to ensure that a consistent approach is carried 
out as laid down in the AfC National Agreement. 
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