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	RECRUITMENT AND NEW EMPLOYEE CHECKLIST


VACANCY:________________________________________ ACADEMY/TRUST:__________ JOB REF: ________


	STAGE 1 - NEW POST IDENTIFIED
	Tick, initial and date when completed

	01
	Post approved by:
	

	02
	Agree schedule of recruitment (including closing, shortlisting, interview dates) Recruitment Panel
	

	03
	Book venue (if not on academy site)
	

	04
	Recruitment Pack: 
The recruitment panel will create the advertisement 
· Copy of the advert (includes recruitment key dates) □
· Application Form (includes the equality and diversity monitoring form) □
· Job Description □
· Person Specification □
· Safeguarding Information including DBS Enhanced disclosure requirement □
· Trust and Academy Information □
· Assign job reference number □
· Add to recruitment spreadsheet with two weeks’ notice for director of finance □
	

	05
	Check that the hard copy and electronic information is the same and correct and name one person for return
	

	06
	Advertise Job
External:
· Jobs NE
· Sector 1
· Middlesbrough/Xentrall Bulletins
· Any other as required. 

 Internal:
· E-mail all TVE staff
· Staffrooms
	

	07
	Upload information pack to the Academy and Trust websites and promote via academy Trust social media channels i.e. Twitter and Facebook
	

	STAGE 2 - APPLICATIONS RECEIVED

	01
	Collate all applications in academy office/head office (depending on where position based)
	

	02
	Confirm interviewers (at least two panel members), one must have completed Safer Recruitment training
	

	03
	Carry out initial sift using the short-listing matrix (APP006); record/keep selection criteria.  Produce interview shortlist
	

	04

	Carry out online searches on shortlisted candidates only.  May include: Google, Facebook, LinkedIn Please use Safer Recruitment Candidate Online Searches log (APP054) 
	

	05
	Establish assessment process for interviews and prepare questions for ‘interview record’ (APP015) ensuring Safer Recruitment is included, particularly identify and note any queries to be addressed at interview
	

	06
	Send out letters to (or contact) nominated referees (ensure applicant has given permission for contact prior to interview) requesting return prior to interview date 
	

	07
	Post out and e-mail ‘invite to interview’ letter (APP012) alongside the DBS Self Declaration Form (APP034) to selected candidates, to open only if the job has been offered to the interviewee
	

	STAGE 3 – BEFORE INTERVIEWS 

	01
	Review interview format and record and discuss any additional questions related to individual applicants (e.g. gaps in employment, working abroad, eligibility to work in UK etc.) as required
	

	02
	Check arrangements for interview e.g. venue, panel, timings, roles for meet and greet, overseeing test where applicable
	

	STAGE 4 – PRE-INTERVIEW

	01
	References received (where applicable) and keep once interviews have completed
	

	02
	Meet candidate and explain timings and procedures
	

	03
	Check pre-employment details (certificates, eligibility to work in the UK etc) e.g. passport
	

	STAGE 4 – DURING INTERVIEWS 

	01
	General candidate performance tracked on individual interview (APP014) record by panel members and scored
	

	STAGE 5 – CANDIDATE SELECTION

	01
	Panel decide on successful candidate (scores reviewed and checked) / Review references
	

	02
	Successful candidate notified by phone (always subject to health, DBS, references etc) usually by the recruitment manager
	

	03
	Notify unsuccessful candidates by phone (Chair of Panel)
	

	04
	Complete Recruitment Decision Form (APP016) and pass to admin to enable initial offer letter to be sent (Recruitment manager/ABM)
	

	05
	Produce and send initial offer of employment letter using the information provided by the panel on the Recruitment Decision form (ABM)
	

	06
	File/archive paperwork for unsuccessful candidates with 6-month retention date
	

	STAGE 6 – PRE-EMPLOYMENT CHECKS                                                             NEW EMPLOYEE FULL NAME __________________________

	01
	Candidates identity confirmed (original ID) and copied along with relevant qualification (OM/ABM) 
	

	02
	Disqualification Declaration form (APP055) – Newly appointed staff completed and checked by ABM
	

	03
	To access any future pre-employment health declarations log in to SAS portal using link below:
Schools Advisory Service - School Portal (schooladvice.co.uk) 
	

	04
	Referral made to occupational health (if required) (ABM)
	

	05
	Instigate an enhanced DBS, including the children’s barred list (formerly List 99).  Include 128 Check for SLT/Management.   
· Once DBS Certificate is received, update SCR/SIMS/Personnel File (ABM)
	

	06
	Two suitable references received and checked by recruitment manager
	

	07
	Qualifications received and checked (ABM/HT) (make sure they fit the person specification)
To be stored on electronic and paper personal files.
	

	08
	Acceptance letter/email received (ABM/HT)
	

	09
	The following checked/completed/recorded:
· XEN 2 – Xentrall Appointment Details form
· XEN 6 – Xentrall Personal Details form 
· XEN 11 – Xentrall Bank details form to be completed and check if a P45/Starter Checklist (which replace the P46 form) is available, if not, please request a HMRC Starter checklist (APP021) 
· Emergency details form
· To retain in employee and payroll folders (ABM) 
	

	10
	LGPS opt out form completed and sent to Payroll if required (ABM)
	

	11
	Create an electronic and a paper personal file.  Create employee SIMS records
	

	1st Week Employment process checks

	01
	Issue the contract of employment (by day one of employment) via HR Alchemy
	

	02
	Check single central record has been updated (ABM)
	

	03
	Access fobs/ keys issued (ABM)
	

	04
	Create the security photo ID pass (ABM)
	

	05
	Phone/ IT access /CPOMS arranged and set up where appropriate (ABM)
	

	06
	Payroll advised (ABM) forms sent:

· XEN 2 – Xentrall Appointment Details form
· XEN 6 – Xentrall Personal Details form 
· XEN 11 – Xentrall Bank details form
· P45 or HMRC Starter checklist 
	

	07
	Electronic Pay Documents:  to inform the new member of staff that they will receive an e-mail from Xentrall (noreply@myview.zellis.com), subject: Welcome to My HR to set up their account to access their pay documents electronically (payslips, P60, review absences)
	

	08
	Orovia/BPS populated with employee details (working budget) (ABM)
	

	09
	Work Related Road Safety Policy – Car Document Form to be completed by employee and review by OM/ABM.  Documents required: Vehicle Registration, Driving Licence, MOT and Insurance covering Business Mileage (ABM/OM)
	

	10
	Set up access to:
· TEAMS Link to TVEd Policies
· SAS – Staff Absence Insurance and Wellbeing information to send 
· Every (reporting system premise’s maintenance)
· Evolve (Organisation of Educational Visits)
· School Bus
· The Key
· National College 
· CPOMS (where requested)
· SIMS (where requested)
· (V:) drive
· (B:) drive
· Relevant apps (for teaching staff)
· IRIS Financials where applicable (Admin and HT roles ONLY)
· Teams (V:) drive  
· TVE Finance (Admin and HT roles ONLY)
· TVE Finance (Secure) (ABMs and Finance Team ONLY)
· TVE Shared (All Staff)
· Mobile phone (HT/Pastoral Lead/ABM role)
· Credit Card (HT/ABM role) 

	

	11
	DfE Sign-in portal Prohibition from teaching check.
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