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Item 7:  HUMAN RESOURCES POLICIES: Recruitment Procedure, Relocation Policy 
and Staff Handbook amendments  

 
1. Purpose of Report 
 

This report advises the Authority to adopt two revised HR policies as part of the 
ongoing review of all HR policies and to amend the staff handbook to incorporate the 
No Smoking policy. 

 
2. Recommendations  
 
2.1 The Authority is recommended to approve the following changes: 
 

a) Recruitment Procedure (please see section 5.1) 
b) Consider member involvement in staff recruitment (paragraph 5.3). 
c) Relocation Policy (section 5.4 to 5.6) 
d) Staff handbook (section 5.7) 

 
3. Implications 
 
3.1 Financial 
 

There are no financial implications because the levels of remuneration remain the 
same.  Only the protocols are changing. 

 
3.2 Equalities 
 

There are no detrimental impacts on equalities. 
 
4. Background 
 
4.1 HR policies are being reviewed in order to ensure that they are streamlined and fit for 

purpose.  The Staff Handbook has been revised to fully incorporate the No Smoking 
policy.  The Relocation policy has been amended to ensure that it can be targeted to 
those posts, which require a recruitment campaign outside the North East region. 
The Recruitment procedure has been condensed and provides clarity on when posts 
may be advertised with relocation and/or a higher salary band than indicated by the 
job evaluation results, as agreed by the Authority in December 2014. It also includes 
a step to consider whether members should be involved in the recruitment process  
Please see section 5 for a list of key changes to the policies. 
 

4.2 Advice has been sought from the Authority’s HR advisers at Newcastle City Council, 
other National Park Authorities and Her Majesty’s Revenue and Customs.  Staff and 
UNISON are being consulted; their comments will be reported to members at the 
meeting. 
 

4.3 Members have been provided with electronic versions of the policies in advance of 
the Authority meeting.   
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5. Key Changes 
 
 Recruitment Procedure (Annex 1) 
 
5.1 The Recruitment Procedure has been rationalised to provide a one page procedure 

rather than an eight page policy.  A step has been included for the Manager to review 
the labour market and to seek approval from the Leadership team to advertise a post 
with a higher salary band and/or relocation if this can be justified.  See points 3 and 4 
in the Recruitment procedure for detail. 

 
5.2 In recent years greater emphasis has been placed on the interview process rather 

than psychometric testing. Reference to such tests has been removed from 
recruitment advice and policies. The Authority retains the right to use psychometric 
tests where they are deemed appropriate.  Candidates would be informed of this in 
advance. 

 
5.3 Members are asked to consider being actively involved in staff recruitment if deemed 

appropriate by the lead recruiting officer.  Current practice limits members’ 
involvement to just the 4 politically restricted posts (Chief Executive and Heads of 
Department). 

 
5.4 A bespoke recruitment process would be used for posts band 7 and upwards, which 

would be agreed by the Chief Executive or by the Authority (for the post of Chief 
Executive). 

 
 Relocation Policy (Annex 2) 
  
5.5 Amendments have been made to the eligibility criteria to ensure that the policy is 

used appropriately.  Previously any employee who lived more than twenty five miles 
away and who moved to within twenty five miles could claim for relocation.  This 
raised the possibility of someone claiming up to £8000 from the Authority for a move 
just a few miles nearer their work base, who already lived within commuting distance.  
The new proposed limit is to live over fifty miles away and to move within twenty five 
(or thirty five if within the National Park). 

 
5.6 If a Manager decides that a post warrants a relocation package, this must be 

approved by Leadership team before the post can be advertised. 
 

5.7 A time limit of 2 months on travelling expenses or lodging allowances has been 
proposed, rather than the current 12 months.  This creates greater impetus for the 
employee to seek new accommodation. The lodging allowance has been increased 
to 6 months from 3 months to encourage relocation, rather than travelling. 

  
 Staff Handbook (Annex 3) 
 
5.8 The No Smoking policy has been deleted, to be replaced by a much shorter section 

in the Staff Handbook regarding no smoking.  Otherwise, the Staff Handbook 
remains unchanged.  See Annex 3 for the replaced section of the Staff Handbook. 

 
 
Contact Officer:  For further information, contact Mary Wallace (Human Resources Officer) 
on 01434 611576 or email: mary.wallace@nnpa.org.uk 
 
Background papers: Three draft policies attached to report. 
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Annex 1 
 

RECRUITMENT OF STAFF PROCEDURE (up to and including band 6 posts) 
 

1. Line Manager creates/reviews job description 
 

2. Post evaluated (if significant changes are made or a new post is created) 
 

3. Having considered the labour market and the results of the evaluation, Manager may 
seek approval from Leadership Team to increase salary band and/or to offer 
relocation package.  See relocation policy for more details.  Manager should discuss 
budgetary implications with the Finance Manager.   

 
4. Leadership team approve post (where necessary) including any changes as 

mentioned in point 3. 
 

5. HR Officer to advertise the post on NNPA website and social media and other 
relevant websites. 

 
6. Manager to agree the following with HR Officer 

a. Shortlisting and interview panel ensuring all are trained 
b. Inclusion of relevant member of the Authority if appropriate 
c. Identify which criteria will be assessed by the application form, supporting 

material (e.g. qualifications, technical tests) and the interview 
d. Format of interview i.e. whether to include any advance questions or oral 

presentations or technical tests 
e. Interview questions with ideal answers, scoring and weighting 
f. Dates for shortlisting and interviews 
g. Whether Disclosure and Barring Service check is necessary 

 
7. Manager to offer the position subject to receipt of satisfactory references and to 

agree a starting salary and start date 
 

8. HR Officer to seek references and DBS check if necessary 
 

9. On receipt of satisfactory references, HR Officer to create contract 
 

10. Induction program devised by HR Officer in consultation with Manager 
 

11. Manager to organise working arrangements such as desk, site office etc 
 

12. HR Officer to organise IT equipment including telecoms and notices to all staff and 
members 

 
13. Interview notes to be kept for 6 months, then destroyed 
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Annex 2 
 
Relocation Policy 
 
This policy applies to newly appointed employees or employees whose base has been 
changed by circumstances beyond their control. The Leadership team will consider each 
recruitment campaign and determine whether the offer of relocation should apply depending 
on the details of the post and the labour market. 
 
In order to claim under this policy, the employee must be living more than fifty miles away 
(by road) from their new place of work and move to within twenty five miles of their new 
place of work (by road) or to a location within the National Park within 35 miles. The move 
can be from rental to purchase or vice versa or any combination of the two.  All claims under 
this policy must be made before the end of the tax year after the date of taking up the new 
appointment or the effective date of the base change.  
 
An employee will be eligible to claim these allowances only on receipt of written confirmation 
from their partner’s employer that they will not be receiving allowances in respect of the 
removal. 
 
The allowance which may be claimed under this policy is £8,000.  Receipts must be 
provided in all cases.  Employees may not claim for any item, which is outside the list of 
eligible expenses (qualifying costs), as detailed on the HMRC website. 
 
These include: 
 

 Removal expenses 

 Professional costs associated with the move 

 Resettlement allowance for incidental costs e.g. installation of cooker or telephone. 

 Lodging allowance of up to £100 per week for 6 months 

 Travelling expenses for 2 months plus journey allowances for search for new 
accommodation 

 
For more detail, employees should contact the HR Officer. 
 

 
Repayment Provisions  
 
If an employee claims under this scheme then he or she will be subject to the repayment 
provisions if they leave the Authority within two years of taking up the appointment. The 
employee shall be required to repay a proportion of the allowance received, to be calculated 
on the basis of 1/

24th of the allowance received for each unexpired month of the two year 
period. 

 
  



Item 7:  HR Policies Update  

 
Northumberland National Park Authority Meeting  
18 March 2015   fv                Item 7: Page 6 of 6  
 

Annex 3 
 
Amended section from Staff Handbook regarding No Smoking 
 
Previous section 
 
No Smoking Policy 
 
If you are employed at, or visit, any National Park premises you should note that a no 
smoking policy is in operation. 
 
All employees are required to comply with the policy (see No Smoking policy for details) 
 
 
Revised section 
 
No Smoking  
 
Smoking is forbidden at Eastburn and its grounds and all other Authority buildings and 
grounds and all vehicles (apart from designated areas).  This ban applies to members, 
employees, visitors and contractors.  Failure to comply will be handled in accordance with 
the Capability and Disciplinary procedure. 
 
For Eastburn, there is a designated smoking area.  For all other sites, anyone wishing to 
smoke should leave the buildings and grounds. 
 
  


