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Summary 

Portsmouth Hospitals University NHS Trust (“the Trust”) recognises that the recruitment and selection of 
Consultants is central to the achievement of its business goals and objectives.  The Trust will seek to recruit 
and retain the highest quality staff in a timely, professional and cost-effective manner whilst upholding the 
integrity of our professional, ethical and business standards.  The Trust will utilise effective recruitment and 
retention procedures to reduce dependency on locum and agency staffing wherever possible. 
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PROCESS 
For quick reference the guide below is a summary of actions required. Additional details, by exception to cover 
any additional notes that supplement the quick reference guide can be found in Section 3 – Process. 
 
This should be a summary of actions required within the policy; something that people can quickly refer to and 
should, ideally, be a flow chart. 
 
 
  

Establish the Vacancy 

Royal College Approval 

Advertise the Vacancy 

Shortlist Candidates 

Selection/Interview 

Offer/Pre-employment 
checks 

Induction 



 RECRUITMENT AND SELECTION OF CONSULTANT MEDICAL STAFF POLICY 
 

Recruitment and Selection of Consultant Medical Staff Policy 
Version 8 Review date: 01/08/2025 (unless requirements change)                                                                                         Page 5 of 12 

 
1.    INTRODUCTION 

The Recruitment and Selection of Consultant Medical Staff Policy must be strictly adhered to when 
recruiting at Consultant level.  A Consultant cannot be appointed substantively without following this 
process. 
 
All applicants for Consultant positions within the Trust must be selected for appointment on merit.  The 
Trust will carry out recruitment activities and place advertisements (both internal and external) whilst 
acknowledging its responsibilities in regard to its own internal policies (e.g. equal opportunities, flexible 
working), employment legislation and best practice.  The Trust will follow Department of Health Good 
Practice Guidance on the NHS (Appointment of Consultants) as its minimum standard. 
 
The Trust is committed to equality of opportunity in employment and the recruitment of a diverse 
workforce regardless of race, gender, age, religion, nationality, belief, sexual orientation, criminal 
conviction history or disability. The Trust aims to positively support the recruitment of a diverse workforce 
in line with our Single Equality Scheme and ensure this process does not place any barriers to an 
individual’s recruitment. 
 
This policy has been written in the spirit of the NHS Constitution. 
All applicants for Consultant positions within the Trust must be selected for appointment on merit, this 
policy clarifies the process to be followed for the appointment of all consultants.   
 
The Advisory Appointments Committee guidance allows Military Consultants who have worked in the 
Trust to be transferred into a post.  The terms and conditions of employment are separate, and the Trust 
has to undertake all pre-employment checks as for any new starter.  There is no requirement for an 
external advert or a competitive interview; but the Trust has agreed that all such applicants should 
undertake an interview process with stakeholder engagement i.e. effectively a transition panel to allow 
both the Department and the Military colleague to talk through and understand the requirements of 
working at the Trust.  It allows the Trust to focus on the values and behaviours required from an employee 
of the Trust and for the military colleague to understand the differences in employment between the 
military and the NHS. 
 
The Trust will aim to ensure that all staff involved in recruitment and selection undertake training provided 
by the Trust. 

 
2.    SCOPE 

All Trust staff (including permanent, locum, secondee, students, agency, bank and voluntary), the 
Ministry of Defence Hospital Unit, Joint Hospitals Group South (Portsmouth) and Retention of 
Employment (ROE) staff must follow the policies agreed by the Trust. Breaches of adherence to Trust 
policy may have potential contractual consequences for the employee. 
 
In the event of an infection outbreak, pandemic or major incident, the Trust recognises that it may not 
be possible to adhere to all aspects of this document. In such circumstances, staff should take advice 
from their manager and all possible action must be taken to maintain ongoing patient and staff safety. 
 
The Trust is committed to promoting a culture founded on the values and behaviours which will bring us 
closer to achieving our vision of working together to drive excellence in care for our patients and 
communities. All staff are expected to uphold the Trust Values of Working Together: For Patients, With 
Compassion, As One Team, Always Improving and all leaders are expected to display, and role model 
the behaviours outlined in the Trusts Leadership Behaviours Model 
 

file:///C:/Users/critches/AppData/Local/Microsoft/Windows/INetCache/Recruitment%20Team%20Work/Senior%20and%20Consultant%20Recruitment/Consultant%20Recruitment/Master%20Copies/Guidelines/AAC%20Good%20Practice.pdf
file:///C:/Users/critches/AppData/Local/Microsoft/Windows/INetCache/Recruitment%20Team%20Work/Senior%20and%20Consultant%20Recruitment/Consultant%20Recruitment/Master%20Copies/Guidelines/AAC%20Good%20Practice.pdf
http://www.dh.gov.uk/health/category/policy-areas/nhs/constitution/
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This policy should be read and implemented with the Trust Values and Leadership Behaviours in mind at 
all times. 

 
3.    PROCESS 

1. Establishing the vacancy – New posts must be approved via the Trust’s Business Case approval process.  
The job description, person specification, job plan, advert and PHT 1 vacancy approval and advert form 
should be submitted to the HR inbox. 
 

2. The Advisory Appointments Committee (AAC) – standard practice will be for members of the AAC and 
all other arrangements to be confirmed by the Human Resources Department prior to advertising the 
vacancy. 
 

3. Pre-interview process - Applications will be via NHS Jobs and will include the details of referees to cover 
the last five years of employment. 
 

4. Short listing of candidates - No Doctor will be short listed for a Consultant post without being on the 
GMC Specialist Register and with a licence to practice, unless they expect to be awarded their 
Certificate of Completion of Training (CCT) within six months of the date of interview.  All applications 
will be sent to each panel member of the AAC for short listing against the person specification and 
must be completed within two weeks of the closing date. References will be taken up at this point. 
 

5. Post interview process – The preferred candidate will be offered the position by the Chairperson of the 
AAC panel, subject to ratification by the Trust Board and satisfactory pre-employment checks.  The 
Human Resources Department will ensure all relevant pre-employment checks are completed and an 
offer/contract of employment issued. 
 

6. Induction – The Clinical Director is responsible for planning and overseeing the new starter’s induction 
in line with the Trust’s Policy for Induction.  The Learning & Development Team will book the new 
starter to attend the next available corporate induction day following their start date. 

 
4.    TRAINING REQUIREMENTS  

All AAC members from the Trust must receive training on interview skills including equality and diversity 
updates. 
 
The HR representative who will support the AAC panel must receive training on equal opportunities and 
best practice recruitment. 
 

 
5.   REFERENCES AND ASSOCIATED DOCUMENTATION 

NHS Employers NHS Employers: Welcome to NHS Employers 
Guidance on Protection of Children Act  Protection of Children Act 1999  
Health Care Commission Care Quality Commission  
Home Office www.homeoffice.gov.uk  
Standards for better health www.dh.gov.uk 
Data Protection Act 1998 
Care Standards Act 2000   
Protection of Children Act 1999 
Criminal Justice and Court Services Act 2000 
Gender Recognition Act 2004  
Human Rights Act 1998  
Immigration, Asylum and Nationality Act 2006 

http://www.nhsemployers.org/Pages/home.aspx
http://www.legislation.gov.uk/ukpga/1999/14/contents
http://www.cqc.org.uk/
http://www.homeoffice.gov.uk/
http://www.dh.gov.uk/
http://www.opsi.gov.uk/Acts/Acts1998/ukpga_19980029_en_1
http://www.legislation.gov.uk/ukpga/2000/14/contents
http://www.legislation.gov.uk/ukpga/1999/14/contents
http://www.legislation.gov.uk/ukpga/2000/43/contents
http://www.opsi.gov.uk/acts/acts2004/ukpga_20040007_en_1
http://www.opsi.gov.uk/ACTS/acts1998/ukpga_19980042_en_1
http://www.opsi.gov.uk/acts/acts2006/pdf/ukpga_20060013_en.pdf?bcsi_scan_587D43807B96E3A7=0&bcsi_scan_filename=ukpga_20060013_en.pdf


 RECRUITMENT AND SELECTION OF CONSULTANT MEDICAL STAFF POLICY 
 

Recruitment and Selection of Consultant Medical Staff Policy 
Version 8 Review date: 01/08/2025 (unless requirements change)                                                                                         Page 7 of 12 

Police Act 1997 
Protection of Vulnerable Adults Regulations 2002 
The Disability Discrimination Act 2005 
The Employment Equality (Sexual Orientation) Regulations 2003  
The Employment Equality (Religion and Belief) Regulations 2003  
The Employment Equality (Age) Regulations 2006 
The Equality Act 2006 (Gender Equality Duty)  
The Race Relations Amendment Act 2000  

 
 

6.  EQUALITY IMPACT SCREENING  
The Trust is committed to ensuring that, as far as is reasonably practicable, the way we provide services 
to the public and the way we treat our staff reflects their individual needs and does not discriminate 
against individuals or groups on any grounds. 
 
This procedural document has been assessed accordingly.  The assessment document is held centrally 
and is available by contacting the Trust Policy Management Inbox. 

 
 
7. MONITORING COMPLIANCE 

This procedural document will be monitored to ensure it is effective and to provide assurance of 
compliance. 
 

Element to be 
monitored 

Lead Tool 
Frequency of 

Report 
Reporting 

arrangements 
Lead 

NHS standards, AAC 
Guidance & Legislation 

Recruitment 
Manager 

Data 
Collection 
spot check 

Monthly Head of Employee 
Resourcing 

Recruitment 
Manager 

Procedures & 
Documentation 

Recruitment 
Manager 

Data 
Collection 
spot check 

Monthly Head of Employee 
Resourcing 

Recruitment 
Manager 

Key Performance 
Indicators (KPI 

Recruitment 
Manager 

Data 
Collection 
spot check 

Monthly Head of Employee 
Resourcing 

Recruitment 
Manager 

 
 

  

http://www.legislation.gov.uk/ukpga/2006/48/contents
http://www.legislation.gov.uk/uksi/2004/2070/contents/made
http://www.opsi.gov.uk/Acts/acts2005/ukpga_20050013_en_1
http://www.opsi.gov.uk/si/si2003/20031661.htm
http://www.opsi.gov.uk/si/si2003/20031660.htm
http://www.legislation.gov.uk/uksi/2008/573/contents/made
http://www.opsi.gov.uk/ACTS/acts2006/en/ukpgaen_20060003_en_1
http://www.legislation.gov.uk/ukpga/2000/34/contents
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Appendix A: Roles and Responsibilities 
The recruitment of Consultants is governed by guidelines issued by the Department of Health, NHS Employers, 
General Medical Council (GMC), and the Royal Colleges.  This policy should be read in conjunction with the 
Policy and Protocol for Pre Employment and Employment Checks which covers all NHS Employers standards 
for Safer Recruitment in the NHS. 
 
The Human Resources Department will work closely with the Clinical Director throughout the recruitment 
process and will ensure these guidelines are adhered to. 
 
DIVISIONS 

Divisional teams will be responsible for the following: 
 

• identifying the vacancy and nominating the recruiting manager 

• gaining appropriate approvals for the post 

• completing the appropriate paperwork to advertise i.e. advert and PHT 1 form, with supporting 
documentation 

• providing the appropriate title for the presentation 

• inviting stakeholders to presentations 

• participating in the selection process 

• providing feedback to unsuccessful applicants and candidates 

• agreeing the start date with the successful candidate 

• completing the new starter form 

• inducting the new starter in line with the Trust’s Induction Policy. 
 
AAC CHAIR 

The AAC Chair will be responsible for the following: 
 

• ensuring the panel have a shared understanding of the role and the requirements of the appointment 

• agreeing the questions that will be asked of each candidate at the AAC 

• chairing the AAC 

• ensuring the panel have received appropriate recruitment and selection training 

• offering the position subject to Board approval and pre-employment checks 

• recording the decision of the panel. 
 
AAC PANEL MEMBER 

AAC panel members will be responsible for the following: 
 

• having an awareness and understanding of their responsibilities under equality and diversity legislation 
and acting in accordance with these 

• undertaking shortlisting of applicants in a timely fashion against the person specification 

• attending the AAC or providing a nominated deputy to attend in their place 

• declaring prior knowledge of a candidate 

• providing feedback to unsuccessful applicants or candidates. 
 
MEDICAL DIRECTOR/CHIEF EXECUTIVE 

The Medical Director and/or Chief Executive are responsible for the following (in addition to their  
responsibilities as a AAC Panel Member: 

 

• meeting with the successful candidate on commencement 
 

http://www.nhsemployers.org/recruitmentandretention/employment-checks/pages/employment-checks.aspx
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HUMAN RESOURCES DEPARTMENT: 
Human Resources Department is responsible for the following: 

 

• ensuring effective and robust systems and processes are in place throughout the recruitment and 
selection process in line with good practice.  These will be supported by the department’s own internal 
desk top procedures 

• provision of training to HR staff to enable them to operate within best practice and legal parameters 

• providing appropriate training for AAC panel members 

• gaining Royal College approval for the job description and job plan 

• advertising the position and coordinating the recruitment process, including setting up the AAC 

• ensuring equality and diversity information for applicants is recorded on NHS Jobs 

• ensuring all candidates have the required professional registration 

• undertaking any psychometric assessment required and providing feedback to the panel and the 
candidate 

• advising the AAC appropriately 

• undertaking all pre-employment checks in line with the Pre-Employment and Employment Checks Policy 

• issuing the offer/contract letter 

• informing the MD and CEO of the successful candidate’s date of commencement 

• ensuring all information pertaining to the recruitment and selection process is kept securely and is 
destroyed appropriately within the correct timeframe. 

 
1.1 ESTABLISHING THE VACANCY 
The Care Group Manager (CGM) and Care Group Director (CGD) are responsible for identifying the post to be 
recruited to.  If this is a new post they must obtain appropriate approval via the Trust Business Case Process.  
The Clinical Director (CD) will be responsible for overseeing the recruitment and induction process and will be 
the main point of contact for the Human Resources Department throughout.   
 
The CD is responsible for writing the advert text job plan, job description and person specification.  The person 
specification must outline the minimum qualifications, skills and experience required to perform the job.  It 
should distinguish between what is ‘essential’ and what is ‘desirable’.  Job plans should be drawn up in line 
with the Trust’s Job Planning Policy and Protocol for Consultants and SAS Doctors. 
 
The PHT 1, Vacancy and advert approval form, job description, job plan, person specification should be 
approved by the Divisional management team and then sent via email to Finance for approval. 
 
Once approval has been given the Human Resources Department will review all documentation and make 
changes, if required.  Any changes will be discussed with the CD. 
 
The advert, job description, job plan and person specification will be sent to the appropriate Regional Adviser 
of the relevant Royal College or Faculty for approval. 
 
On receipt of approval from the Regional Adviser, Human Resources will liaise with the CD to agree the date 
of advertisement, shortlisting and interview.  The post must be advertised in two publications – these are 
normally the British Medical Journal (BMJ) and NHS Jobs website.  The post must be advertised for a minimum 
of three weeks.    
 
1.2 THE ADVISORY APPOINTMENTS COMMITTEE (AAC) 
The Human Resources Department will make arrangements to convene the AAC.  The dates are agreed yearly 
in advance with the three static AAC members (*). 
 
The AAC will include: 
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• A lay member (Non-Executive Director) * 

• The Chief Executive (or nominated deputy) * 

• The Medical Director (or nominated deputy) * 

• A representative of the relevant Royal College or Faculty (nominated by the Royal College or Faculty) 

• Divisional Director 

• Representative from University of Portsmouth 
 
Only in exceptional circumstances, and with the agreement of the Medical Director or Chief Executive, will 
additional members be included. 
 
All AAC members from the Trust must receive training on interview skills including equality and diversity 
updates. 
 
 
1.3 PRE-INTERVIEW PROCESS 
Applicants must apply via NHS Jobs.  Applicants will be asked to include specific information indicating how 
they meet the essential requirements identified on the person specification and details of referees to cover 
the last five years of employment. 
 
Equality and diversity monitoring information is required from all applicants and will be recorded on NHS Jobs. 

 
On receipt of an application the Human Resources Department will undertake GMC verification to ensure 
inclusion, or eligibility for inclusion, on the Specialist Register.  If an applicant is not on the GMC Specialist 
Register or within six months of their CCT, they will be informed that their application will not be forwarded 
for short listing. 
 
 
1.4 SHORT LISTING OF CANDIDATES 
No Doctor will be short listed for a Consultant post without being on the GMC Specialist Register, unless they 
expect to be awarded their CCT (or recognised equivalent, if outside the UK) within six months of the date of 
interview. 
 
On the next working day after the closing date, copies of each application received will be sent to each member 
(except the lay member) of the AAC for short listing, together with the job description and short-listing scoring 
form. 
 
Short listing will be carried out against the person specification and must be completed within two weeks of 
the closing date.  Each AAC member is responsible for scoring each applicant against the scoring form and 
providing evidence of their decision.  This may be required at a later date, should the decision be challenged. 
 
Upon receipt of all short listing forms from the panel members, the Human Resources Department will 
amalgamate the scores.  Those candidates with the highest scores will be invited to interview.  The distribution 
of scores will determine the number of candidates invited for interview.  The Human Resources Department 
will ensure the CD agrees the final applicants to be invited to interview. 
 
Any applicants who are unsuccessful at this stage will be notified in writing by the Human Resources 
Department and offered further feedback from the CD. 
 
Candidates will be invited to interview by the Human Resources Department.  They will be advised of the 
selection methods that are to be utilised i.e. presentation, interview, psychometric assessment, etc.  
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References will be taken up at this time and every effort will be made to ensure these are available for the 
decision making panel at interview. 
 
 
1.5 SELECTION 
Where a recognised personality psychometric assessment is used this will be undertaken by a qualified 
assessor prior to the AAC.  The outcome of the assessment will be fed back to the AAC for exploration at 
interview with the candidate. 
 
An AAC may not proceed if any of its members are not present unless a suitable deputy or alternative member 
can be found. 
 
Prior to the commencement of the interviews, the Chair of the AAC will ensure that the panel agrees a common 
understanding of the criteria, drawn from the job description and person specification.  He/she will agree the 
questions to be asked and the order in which this will take place. 
 
Any panel member with prior knowledge of a candidate must declare this to the Chair of the AAC. 
 
Each candidate will be interviewed and the AAC will make their recommendation.  Notes will be taken for each 
interview and throughout the decision making process. 
 
The decision of the AAC must be based on the information received during the selection process and based 
solely on the candidate’s suitability for the post when compared with the person specification. 
 
The HR representative will support the panel throughout the selection process.  Although they have no voting 
rights they will play an active part and will be responsible for ensuring appropriate recording of the AAC 
decision making.  Should any candidate raise concerns regarding the process, the conduct of the committee 
or the decisions made, the HR representative will work with the Chair of the AAC to resolve this at that time. 
 
 
1.6 POST INTERVIEW PROCESS 
The Chair of the AAC is responsible for ensuring the decision is recorded.  All documentation pertaining to the 
selection process will be kept for five years in line with Data Protection Act Principles. 
 
Candidates will be asked if they wish to remain to the end of the process for them to be informed of the panel’s 
decision, however this is not compulsory. 
 
Following the selection process the preferred candidate will be offered the position subject to ratification by 
the Trust Board and satisfactory pre-employment checks (see Pre-Employment and Employment Checks 
Policy). 
 
Unsuccessful candidates will be informed of the decision by two members of the AAC and given feedback on 
the interview.  This will be followed up in writing clearly stating whom they can contact for more detailed 
feedback on the interview and the personality psychometric assessment. 
 
An offer/contract will be sent to the successful candidate within 2 working days by the Human Resources 
Department, along with all necessary paperwork for completion. 
 
Any expenses relating to removal and relocation should be discussed with HR as soon as possible and should 
be in line with the Trust’s Relocation Policy.  All claims must be made within 3 months of the expenditure. 
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All relevant pre-employment checks will be carried out by the Human Resources Department. 
 
The CD and candidate will discuss and arrange a provisional start date; however this will be subject to 
completion of the pre-employment checks. 
 
Once all pre-employment checks have been completed the CD/CGM will be informed and asked to complete 
a new starter form.  The Human Resources Department will advise on issues of seniority, starting salary, 
incremental date and annual leave. 
 
Human Resources will be responsible for informing the Medical Director and Chief Executive of the successful 
candidate’s start date.  The Medical Director will write to all new Consultants welcoming them to the Trust. 
 
 
1.7 INDUCTION 
The CD is responsible for planning and overseeing the new starter’s induction in line with the   Trust Policy for 
Induction and Mandatory Training They should also identify a mentor for the new appointee, any initial 
development needs and plans to address these. 
 
The CD must ensure that the newly appointed consultant job plan is reviewed three months after commencing 
employment.  They must also ensure that their appraisal has been scheduled. 
 
 
 

http://pht/PoliciesGuidelines/HumanResourcesPolicies/Lists/Links/AllItems.aspx
http://pht/PoliciesGuidelines/HumanResourcesPolicies/Lists/Links/AllItems.aspx

