LIVERPOOL HOPE UNIVERSITY
Recruitment Checklist
Post:

	Activity
	Date
	Remarks

	Stage 1 – Permission to advertise

	
	

	HERA desktop analysis if required
	
	

	Signed authority to recruit form received.
	
	

	Draft advert and further particulars received
	
	

	Advert and further particulars approved
	
	

	Interview dates and times confirmed
	
	

	Short-listing details confirmed
	
	

	Presentation details confirmed
	
	

	Closing date for advert agreed
	
	

	Approved by HR Adviser for next stage.
	
	

	Stage 2 – Advertising

	
	

	Place advert on own intranet and internet (if external).
	
	

	Place advert with external recruitment sources.
	
	

	Applications recorded on CIPHR
	
	

	On closing date, prepare short-listing packs for panel.
	
	

	Stage 3 – Interviews

	
	

	Short-list confirmed
	
	

	HR Adviser to provide schedule of interviews 
	
	

	Notify applicants who have not been shortlisted, by post.
	
	

	Notify candidates (by email if shortlisting is delayed).
	
	

	Book room(s).
	
	

	Book catering.
	
	

	Book AVA etc. if required
	
	

	Book telephone conference facilities if required
	
	

	Notify appropriate reception desk.
	
	

	Notify panel members of interview details
	
	

	Request references where permission given
	
	

	References received
	
	

	Prepare interview packs and forward to panel.  These should be delivered by hand or posted to their home address (if external).
	
	

	Check that all candidates have confirmed their availability and rearrange schedule if a candidate(s) withdraws.
	
	

	HR Adviser to prepare recommendation for appointment to Vice Chancellor or Pro Vice-Chancellor.
	
	

	Stage 4 – Appointment


	
	

	Make offer as soon as the recommendation has been approved. Specify any special terms and conditions.
	
	

	Send out offer pack and create personal file as per New Starter Checklist.
	
	

	Notify the candidates who were unsuccessful at interview.
	
	

	Signed appointment letter etc. returned.
	
	

	Evidence of qualifications seen and copied
	
	

	Evidence of right to work in UK seen and copied
	
	

	Certificate of sponsorship issued if required
	
	

	HESA form input
	
	

	OH questionnaire sent to OH Solutions
	
	

	OH Solutions certificate received
	
	

	Successful candidate on CIPHR
	
	

	Payroll instructions sent to Salaries
	
	

	Start Date
	
	

	Shred any unnecessary and duplicated information and archive recruitment file
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