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Guidelines for Involvement in Recruitment

for Service Users and Carers

1.  Before involvement in any recruitment:
1.1 Attend selection and recruitment training course led by the Cardiff and Vale University Health Board (C&V UHB).
2. Before the date of interview:
2.1 The Service User Involvement Development Officer (SUIDO) will contact you with details of the process.
2.2 Contact the Appointing Officer.
2.3 Let the Appointing Officer know if you feel able and would like to be involved in the short-listing.  Also, let them know of any access requirements, for example, do you need written information in large print, do you need a taxi to the venue.
2.4 Let the Appointing Officer and/ or the Service User Involvement Development Officer know if you are unable to attend the interviews for any reason
2.5 Meet with the panel or Appointing Officer to go through the questions and help decide what will be included and who will do what.  This may include choosing from set questions or devising new questions.
2.6 Ask if there is anything you don’t understand.
2.7 Visit the ward/area to get a feel and understanding of the environment and service.
3. During the interview:
3.1 Treat everyone with respect.
3.2 Maintain confidentiality.
3.3 Behave in a professional manner.
3.4 Declare if you know anyone being interviewed.
3.5 If for any reason you feel unable to be objective (for example if you know someone being interviewed) let the Appointing Officer know and consider opting out.
3.6 Feedback your experience of the process to the Appointing Officer.
4. Other:
4.1 Attend service user recruitment panel meetings.
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