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Recruitment and Selection - Managers Guidance  
 
Other Recruitment Checks 
 
Apart from references there are several other pre-employment checks which need to 
be made, once the preferred candidate has been selected.   
 
Health Issues 
 
Once you have provided details of the preferred candidate, a pre-employment health 
questionnaire and stamped addressed envelope will be sent to the candidate as part 
of the ‘proceed to offer’ letter  They will be asked to complete the form and return it as 
soon as possible directly to the Occupational Health team. 
 
When the Occupational Health team receive the questionnaire from the candidate, a 
nurse examines the answers and assesses whether or not the candidate appears fit 
for the job in question.  If the candidate is fit for the post, Occupational Health will then 
inform the Shared Services Centre of the outcome and forward the form on to them 
for it to be placed on the candidate’s Personal file.  You can check on Recruit to see if 
the Shared Services Centre have received the health questionnaire information and 
what the outcome is.  In most cases there are no issues and the appointment can 
proceed, subject to other successful checks. Some posts which are particularly 
physically demanding require all successful applicants to have an appointment with 
the Occupational Health team. 
 
If the Occupational Health team need to investigate a candidate’s health further, they 
will send the candidate a letter asking them to contact them in order to arrange an 
appointment. After this the Occupational Health team will confirm any 
recommendations about making reasonable adjustments, a work place assessment 
etc.  In very rare instances, they will advise that the candidate is not suitable for 
employment but in other cases they will leave the decision about whether the 
candidate is suitable for employment to you.  You should consider all the information 
you have been given, whether reasonable adjustments can be put into place or 
whether this would not be practicable. If you are not sure about what reasonable 
adjustments could be offered, contact your departmental HR team for more advice.  
There is a wide range of aids available and adaptations which can be made to enable 
suitable candidates to take up employment. 
 
You should also consider any information you have received from a previous employer 
in their reference about the candidate’s absence record in their previous job before 
you confirm the appointment.  It is lawful not to offer the chosen candidate the job, if, 
when you get the references and information from occupational health, you are not 
satisfied with the responses regarding attendance history. If you are in any doubt about 
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what to do, contact your departmental HR team.  Large amounts of sick leave other 
than absence related to pregnancy should be investigated.  Absence related to a 
disability should be investigated with a view to seeing if reasonable adjustments could 
be instigated to mitigate any problems.  A one-off instance of a long period of sickness 
absence for, say, a broken leg might be of less concern than repeated short absences 
for a variety of reasons. If you are concerned about the absence history of the 
successful candidate, you should talk to the candidate to allow them to explain the 
situation before you make a decision not to proceed with the appointment. 
 
If an internal candidate is successful in gaining a new role with different requirements, 
it is sometimes necessary for a health questionnaire to be completed so that their 
suitability for the new role can be confirmed. The Shared Services Centre will ask for 
a further form to be completed if required but you can seek advice from Occupational 
Health if required. 
 
Criminal Records and the Disclosure and Barring Service (DBS) 
 
Our application form includes information about criminal records. If at any point in the 
interview process, the preferred candidate has disclosed to you any information about 
their criminal record, you should discuss the circumstances with them and relay this 
information to Senior Management (Assistant/Service Director level) along with the 
rest of your paperwork for the candidate for them to decide whether the disclosed 
information is relevant to the post in question and if so how it should affect the 
recruitment decision.   
 
Some jobs including those which deal directly with children or vulnerable adults require 
a check to be made with the DBS about their criminal background and whether they 
are on the barred lists to work with children or adults, before the applicant can start 
work. If DBS clearance is required for the post, you should request that the successful 
applicant completes a DBS application within 5 working days of confirming them as 
the successful candidate. If a candidate for a DBS job has a criminal conviction you 
will need to complete a Trace Approval form once you have seen their DBS certificate 
and received senior manager approval for the chosen course of action. This form 
should be scanned to dbs@derbsyhire.gov.uk.  
 
If the job requires a DBS check, you will need to ask the successful candidate if they 
have lived or worked abroad. If the answer is yes, you must ask the Shared Services 
Centre to contact the candidate about providing a Certificate of Good Conduct in 
addition to a DBS check. If you are the manager of a post which requires a DBS check 
you should follow the policy and guidance for the necessary procedures which can be 
found on our website at Working for Us, Employment Policies, Recruitment and 
contractual arrangements, Criminal background checks.   
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After all checks have been received - satisfactory 
When all checks have been received the Shared Services Centre will contact you and 
ask you to agree a start date with the successful candidate, you must confirm a start 
date within two days so that a contract can be issued. 
 
After all checks have been received – unsatisfactory 
 
 If you are not happy with one or more of the checks and have discussed the situation 
with your departmental HR team, you need not proceed with the appointment.  You 
need to contact the candidate and inform them that the offer is being withdrawn.  You 
should then notify the Shared Services Centre and they will follow up with a letter 
confirming the offer has been withdrawn.  You may wish to keep details of your second 
and third choice candidates to hand, if they were also appointable, for this eventuality 
and proceed to appoint them instead.  


