CULCHETH AND GLAZEBURY PARISH COUNCIL

POLICY ON RECRUITMENT AND THE AWARD OF CONTRACTS
Recruitment:
All proposed appointments shall be agreed by the Parish Council.
Vacancies shall be appropriately advertised and a letter enclosing an application form, job description and conditions of employment issued on request.

An interview panel of at least two members shall be formed (the Clerk shall not be a member of the panel).

Panel members shall agree an appropriate selection strategy and a date and venue for interviews.

Candidates shall be given adequate notice of, and relevant information about the interviews.
Completed application forms shall be copied to panel members for scrutiny prior to the interview (members should declare any conflict of interest at this stage)
The panel shall make a decision as soon as possible after the interviews have taken place.

The successful candidate shall be asked to confirm the appointment in writing.

A contract shall be drawn up and signed by the candidate and the Chairman of the Council.
An interview report shall be completed and filed by the Clerk.

Contracts
All proposed contracts shall be agreed by the Parish Council who will appoint a tender board (the Clerk shall not be a member of the board).
Notice of contracts shall be appropriately advertised.

A letter outlining the tender procedure and enclosing the tender document, and a copy contract shall be issued on request.

A two-envelope tender strategy shall be operated for all tenders.

The board shall list the quality submissions of the tenderers in order before opening the sealed price envelopes (members should declare any conflict of interest before the price envelopes are opened).

The members shall make a decision as soon as possible after the board has taken place.
The successful contractor shall be asked to confirm acceptance and a contract shall be agreed for signature by the contractor and the Chairman of the Council.

A tender report shall be completed and filed by the Clerk.

