Staff Recruitment Selection and Appointment

Recruitment plan template | chedkdist

Howio complete the template

The template has been consinscted as a checldist dooumenit to plan when speciic events need to take place within the recnutment and sedection
process, This shoukd be wsed in conpunctionwith the recruitment activity timelinewhich cutlines the key timescakes slated to each stage o the
recasiment and selecionprocess.

Where possible Ecruitment activity should be planmed by wiorkang back from the anticipated ! required stan date of the successhilcanddaie.

I you hawe amy quesnies, OF require yowr recnatment sctvity to be planned outside of the dentfiedtimescales, please discuss this with the relevant
HR Managet

ACTIVITY HNOTES Pl anning dates
1 Recruiing Manager to complete and | This papersork will be considerad by the University Resournces Sub
submit ‘Reguesttorecmit i0 a post” | Group(RSG6), whomest on a monihly basis. Mesting dates can be
Ao fiowend on the: HR website

2 Recnuiing Manager & HRM to agree | HR Manager wil draft adven and agres with Recnuiting Managsr
the Advenisng Strateqy for the post | whene [ whenthe advert will be placed This may be compleded
whilst swaiting autharis ation fram the RSG.
3 R ecnuting Manager to plan the + Detemine sdlection panel consfiution

Selection event Detemmine and book shoit isting meeting
Detemine and book sedecfionevent date

Onganisenoom bookings and Calenng
* _ Dnganise pand-coordnaior for selecionevent*
4 Closing date for apphcations Closingdates for receipt of appicatons should be sat i line with

the. Usualy 2 — 4 weeks afier publication dae.
5 Ehon-istng papers prepansd and HR Sauppoint Serace |HRSE) team wil normally send the papers i

sent tothe Recnstng kM anagser the Char of the Recrutment panel within 5 warking days of the
closingdate.
& Ehor-ist Paned meets to decideon | Nomaly, the shon lstng mestng would be planned 5 workng days
sheont i5t and agree Selection foliorering receimt of the shont fisting papers
PIOCESS

T Recnsting Managerinfoms HREE | The R eorutimg Managershould send 1o HRES team the competed
of thosewhohavwe beenshoristed. | shont lsting documentation within 1 working day of the shon-disting
mesting

& | Comddates vl 1o selectinn The HR S5 team will email | wine ol 10 Ivie Canditates 1o the
SVETT. seleconevent a5 soon as possible but as a minamem within S
wioaking days the plenned selectiondate,
o Sedeohon Event The 1N Event shoukd be hetd a mimemum of S and massmem o

{intarvian phus any other event{s))to | 10 wosking days afier the imate betiers have been sent out.

be hedd & ofier of appoaniment tobe
m ade.

10 mt%;edmicemq&edmte m'r&nz & weeeks depending on role the surcces shel
given

suocessiul candidaie
Sucoess ful candidaie s1an date

*This rode may be undertakenlby a memberof the selec fion pans



