Recruitment Schedule Agreement – for all posts except posts working with children and young people
We have agreed that documents will be exchanged using the following method (please put yes in appropriate box) 

	Vacancy: Social Worker
	Job Ref Number: 2/SH/14/297R

	Recruiting Mgr: Pat Berry 
	BSC Named Contact: Steve Hall

	
	
	Days
	Responsibility
	Start date

10am
	End Date 

5pm

	1
	Paperwork received
	n/a
	Manager
	
	

	2
	Approval requested from appropriate signatories 
	2
	BSC
	Already Approved
	Already Approved

	3
	Publish Advertisement
	n/a 
	BSC
	
	

	4
	Adverts runs 
	10
	-----
	10/11/14
	21/11/14

	5
	Closing Date (11pm)
	
	
	21/11/14
	

	6
	Release applications to manager
	2
	BSC
	24/11/14
	25/11/14

	7
	Shortlist and send interview invites
	5 
	Manager
	26/11/14
	02/12/14

	8
	Candidates prepare for interview
	
	-----
	
	

	9
	Interview Date (step 7 end date plus 7 days)
	----
	Manager
	11/12/14
	

	10
	Advise BSC of appointment decision (e-form or decision form) 
	5
	Manager
	
	

	11
	Send offer letter and request references (if more than 5 offer letters this may take upto 5 working days) 
	2
	BSC
	
	

	12
	Chase information from above step
	5
	BSC
	
	

	13
	Start date agreed
	--
	Manager
	
	


Please note:  

Schedule shows working days.  

If information is received after 10am the start date will be treated as following day.

Failure to meet planned dates will result in minimum of 2 weeks delay

Please confirm your agreement to this schedule by return e-mail

