Recruitment and Selection Checklist                                
(See also Appendix N ‘Good Practice regarding disabled candidates’.)
Stage 1 – Preparation and Advertising

· Review the necessity for the job

· Review and revise the details of the role (Job Description / Person Specification)

· Seek financial approval to fill the vacancy

· Prepare the advert

· View the redeployment website and consider suitable redeployees

· Advertise the post

· Prepare the pack of further particulars

· Plan the process for application packs being requested and received

· Select the members of the Interview Panel

· Plan the interview arrangements – devise interview questions, selection tests, presentation details etc; set date(s); book room

· Prepare the shortlisting form

Stage 2 – Shortlisting and Interviews

· Start the EO monitoring process

· Shortlist

· Write to successful / unsuccessful candidates

· Conduct the interviews / selection tests / presentations etc


· Check eligibility to work in the UK documents and qualifications at interview. Contact your HR Assistant if you are unclear as to which documents show the ongoing right to work. Please alert your HR Assistant at the earliest opportunity where a certificate of sponsorship is required 

Stage 3 - Selection

· Make the selection decision

· Complete the EO monitoring process

· Verbally make a conditional offer to the preferred candidate

· Complete the appointment paperwork and send it to HR with the completed EO monitoring form and other required documentation (e.g. financial approval, advert, job description, application form/CV qualification certificates / permission to work and reference letters if available). HR will check the permission to work documents.

· Write to unsuccessful candidates

