
 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
A tradesman, tradeswoman, tradesperson, skilled tradesman, skilled tradeswoman, skilled 
tradesperson refers to a worker who specialises in a particular occupation that requires work 
experience, on the job training and often formal vocational training. 
 
Trade workers are covered by the recruitment and selection policy.  The procedure for 
recruitment of trade workers is covered in this Trade workers recruitment procedure but are 
subject to the same recruitment and selection pre-employment checks as employees, for 
example receipt of satisfactory references, criminal checks and medical clearance (if 
appropriate). 

 

This procedure aims to give practical advice and guidance to managers and all those 
involved in the recruitment and selection of trade workers.  

 
The Association recognises the need to employ trade workers to meet specific business 
needs.  The employment of trade workers will be regularly reviewed by managers to 
ensure that it continues to be the most appropriate form of employment. 

 
The overall aim of recruitment and selection is to match people to the work of the 
Association. Whilst the requirements will be for a specific job, a wider context is also 
important, including flexibility in a job role; fit with the culture, and suitability for the 
customer-focused side of the business. 

 

The Association will ensure that all posts within the organisation have an up to date 
and accurate job description and person specification.  

 
The job description will be a statement of the purpose and main duties and 
responsibilities of the post. 

 
The person specification will detail the essential and desirable skills and abilities 
necessary for the successful performance of the job. The Person Specification will be the 
tool used to evaluate candidates and to enable the short listing of candidates for 
interview. The person specification will outline both essential and desirable requirements. 

 
Due to the natural of the construction industry this may vary when recruiting for trade 
workers.  

 



 

Required criteria are those qualities which are necessary for performance of the 
job at a satisfactory level from the first day in the job.  
 
Desirable criteria are those which would enable an applicant to perform the job 
more effectively. The setting of criteria covering personal qualities and 
circumstances must be justifiable in terms of the requirements of the post and 
be applied to all applicants.  

 
A Job description and person specification will be created for each new post. These 
will be agreed by the line manager and the Senior Manager. All existing job 
descriptions and persons specifications will be reviewed prior to the post being re-
advertised.  

Applications must be made on Hjaltland Housing Association’s Trade workers 
application form or by Curriculum vitae. 

 
Each applicant will be given an Applicant Information Pack which will include  

 
▪ Application Form 
▪ Job Description  
▪ Person Specification 

 
The Applicant Information Pack can be collected from the Association’s office at 6 North 
Ness Business Park can be sent out to applicants by post or can be emailed to an 
Applicant. The pack will also be included on the Associations website and can be 
downloaded. 

 
Applicants must return a completed and signed copy of the application or CV to the 
Association prior to the closing date. The Association will accept emailed, scanned, or 
hard copies but these must be signed and legible. If the application received is illegible 
then the Association will not consider the application. 

 
The Admin Officer will open an ‘excel sheet’ for each new post and will enter the names 
and addresses of those requesting an application detailing how the information pack 
was sent to them. All applications will be held by the Corporate Services Officer in a 
locked cupboard and will only be provided to the chair of the interview panel following 
closing date. For data protection reasons no other members of staff should seek or be 
provided with details of those who have applied for the post. 

 
3.1 Short Listing 



 

 
Those who are to undertake the interview must carry out the short listing. The 
shortlist will be drawn up by evaluating the information provided in the application 
forms or CVs against the criteria set out in the Person Specification.  
 
The Association has determined as part of Equal Opportunities that if a disabled 
applicant meets the minimum stated Essential Criteria, they will be guaranteed 
an interview.  
 
Within 2 weeks of the closing date all applicants who have applied should have 
received written confirmation of whether they have been selected for interview. 

 
3.2 Those Selected for Interview 

 
All applicants selected for interview must be informed of the interview process 
including any reports or practical tests that they may have to prepare or 
undertake.  
 
Under the Asylum, Immigration and Nationality Act 2006 it is a criminal offence 
to employ someone who does not have permission to work in the United 
Kingdom. The successful candidates will therefore be asked to provide proof of 
citizenship, through a document showing the person’s name and National 
Insurance number. Examples of relevant documents include a P45, a pay slip, a 
P60, a NI card, a passport or birth certificate. They will also be asked to supply 
original certificates of their qualifications. 

 
3.3 Interview process 

 
The interview panel prior to the interview will ensure that appropriate interview 
questions are agreed. All candidates will be treated in a fair and consistent 
manner. 
 
Applicant responses will be evaluated using the interview record sheet. All 
appointments will be made on merit and the post will be offered to the 
candidate who most closely met the requirements of the job description and 
person specification.  
 
An interview decision sheet must be completed ranking the candidates, 
identifying the successful candidate and a reserve, if appropriate.  
 
In the event that the post is offered based on certain conditions e.g., Disclosure 
check then the offer letter must clearly state this.  
 



 

Where a conditional offer has been made a person cannot start employment until 
the conditions have been achieved.  

 
3.4    Offer of Employment 

 
The successful candidate should be contacted by phone as soon after the 
interview as possible and verbally offered the post. 
 
In the event that the successful applicant withdraws the post should be offered 
to the reserve candidate.  Where no reserve has been identified the post should 
be re-advertised. 

 

Where the post is being offered based on certain conditions e.g., Disclosure 
check then the candidate should be made aware of this and this should be 
confirmed in writing in the offer letter.  
 
Where a conditional offer has been made a person cannot start employment until 
the conditions have been achieved. 
 

3.5 References 
 

All appointments will be subject to satisfactory references. A conditional offer 
may be made subject to satisfactory references. 
 
References will be sought from the most recent employer, and one other 
employer using the reference forms.  
 
Where an applicant has not been employed they must provide references from 
individuals who will know them sufficiently well to comment on their skills and 
abilities. 

 
3.6 Disclosure checks & Registered Body checks 

 
There are a number of posts that require Disclosure checks to be undertaken 
prior to appointment.  In such circumstances the successful candidate will be 
required to complete a Disclosure Scotland form and provide proof of identity, 
such as a birth certificate and any certificates showing change of name, verified 
with a passport, driving licence as well as information detailing their home 
address. 
 
Appendix 1 outlines the Association’s policy on disclosure of criminal records 
and the employment of ex-offender. 

 



 

 
3.7 Enquiries about Disability and Health 

 
The Association will not ask about a job applicant’s health until that person has 
been offered a job (on a conditional or unconditional basis) except for the 
purposes of 
 

• Finding out whether a job applicant would be able to participate in an 
assessment to test his or her suitability for the work 

 

• Making reasonable adjustments to enable the disabled person to 
participate in the recruitment process 

 

• Finding out whether a job applicant would be able to undertake a function 
that is intrinsic to the job, with reasonable adjustments in place as 
required 

 

• Monitoring diversity in the applications for jobs 
 

• Supporting positive action in employment for disabled people 
 

3.8 Salary Scale 
 
The Association will set the salary in line with EVH pay scales.  
 
The Direct Labour Pay Arrangements Policy covers all TOIL and Overtimes 
conditions 

 

3.9 Probationary Periods 
 

A probationary period of 6 months may be applied to appointments where 
necessary. Clear achievable targets should be set and regular reviews 
undertaken during this period to support the individual to achieve these targets. 

 

3.10 Confidentiality 
 

All information on applicants will be treated in confidence and restricted to those 
Committee Members and Staff involved directly in the recruitment process and 
its administration.   
It is the responsibility of the panel member to ensure that copies of application 
forms and recruitment documentation are stored securely and confidentially 
whilst in their possession 
 



 

 

If an applicant feels that they have been treated unfairly they have the right to make a 
complaint. 

 
This complaint should be submitted in writing outlining their reasons for feeling that they have 
been treated unfairly. This should be submitted to the Chief Executive who will undertake an 
investigation of the complaint. 

 
Where appropriate, the findings may result in the review of the policy and procedures, additional 
training or if appropriate, action under the disciplinary procedures. 
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