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VF Creator turns documents created in Word into online forms.

You can view/edit eForm features, after installing the VF Creator add-in. A new VF Creator ribbon will be available which allows you to create/edit eForms.

[image: ]

[bookmark: _Hlk499132762]Please visit VictoriaForms.com/VF-Creator/ to start creating online forms in Word.
[bookmark: _GoBack]

[bookmark: _VFC986874885]Recruitment Checklist

Name of vacancy	
[bookmark: _VFC1122779403]Number of vacancies	
[bookmark: _VFC174305698]Planned start date	
	1. [bookmark: _VFC67051563]Plan
	[bookmark: _VFC981771121]Task done by
	[bookmark: _VFC1731362476]Date
	[bookmark: _VFC1553416699]Notes

	[bookmark: _VFC688570748]Identify staff needed: Where, why and plan for the future
	
	
	

	2. [bookmark: _VFC1183679505]Prepare
	[bookmark: _VFC1924686298][bookmark: _VFC1070866842]Task done by
	[bookmark: _VFC1599393520][bookmark: _VFC1513530722]Date
	[bookmark: _VFC1817264050][bookmark: _VFC1724310319]Notes

	[bookmark: _VFC1515024351]Consider whether any of the aims of the job have changed, and how this may affect factors such as the skills required and work flow

	
	
	

	[bookmark: _VFC1843175050][bookmark: _VFC941885144]Compile documents for the vacancy:
· Job description
· Person specification                                       
· Job application form                                      
· Equality & diversity monitoring form
· Job offer letter template /Written Statement of Terms and Conditions of Employment
· Information about the employer
	
	
	

	3. Advertise
	[bookmark: _VFC2137453064][bookmark: _VFC1536454464][bookmark: _VFC1309712721]Task done by
	[bookmark: _VFC664517580][bookmark: _VFC138394059][bookmark: _VFC787485986]Date
	[bookmark: _VFC1556936273][bookmark: _VFC1883138579][bookmark: _VFC422268455]Notes

	[bookmark: _VFC1283178844]Before drawing up the job ad, decide factors such as how candidates should apply, who will sift applications and the rate of pay
	
	
	

	[bookmark: _VFC330353589]Choose where to advertise in at least two different channels
	
	
	

	[bookmark: _VFC1054320595]Compile the job ad, carefully ensuring the wording is not discriminatory
	
	
	

	4. [bookmark: _VFC380227196]Handle applications
	[bookmark: _VFC1343169418][bookmark: _VFC303442500][bookmark: _VFC1793249658]Task done by
	[bookmark: _VFC1157716720][bookmark: _VFC87975127]Date
	[bookmark: _VFC1487983925][bookmark: _VFC1757844568]Notes

	[bookmark: _VFC2094995817]Send ‘application pack’ to applicants, including:
· application form
· job description
· person specification
· equality & diversity monitoring form
	
	
	

	[bookmark: _VFC474297344]Using the job description, person specification and application forms, at least two people trained for the task should objectively draw up a shortlist of candidates for interview and/or further assessment
	
	
	

	Invite shortlisted candidates for interview/ assessment, and ask whether they need any ‘reasonable adjustments’ for any part of the recruitment process
	
	
	

	[bookmark: _VFC1978650571]Get ready for the interviews, to be conducted by more than one person trained for the task: 
· plan questions to probe skills and qualities essential for the job
· decide how candidates’ answers will be scored
· anticipate candidates’ questions and have the info ready
· plan any selection tests/ presentations etc and how they will be scored
· book a private room which will not be interrupted by telephone calls or visitors
	
	
	

	Conduct the interview:
· briefly outline the job and the organization
· ask questions which cannot be answered ‘yes’ or ‘no’. 
· listen and make brief notes 
· check the candidate is familiar with the terms and conditions of the job, and finds them acceptable
· keep to the time frame for the interview, but allow for the candidate’s questions 
· tell the candidate when they can expect to hear from the organisation
· explain that a job offer to the successful candidate will be subject to pre-employment checks
	
	
	

	[bookmark: _VFC2139218125]Select the best candidate for the job 

	
	
	

	5. [bookmark: _VFC1473579951]Complete
	[bookmark: _VFC221086267][bookmark: _VFC1558610773][bookmark: _VFC688206294][bookmark: _VFC1894761933][bookmark: _VFC2096670317]Task done by
	[bookmark: _VFC755042136][bookmark: _VFC85675289][bookmark: _VFC1901398102][bookmark: _VFC115067087][bookmark: _VFC2113255340]Date
	[bookmark: _VFC1511556311][bookmark: _VFC296454886][bookmark: _VFC690609451][bookmark: _VFC1635018257][bookmark: _VFC1621459268]Notes

	[bookmark: _VFC1207368219]Final details

	[bookmark: _VFC2047667462]Send the successful candidate a job offer letter and explain pre-employment checks will have to be made
	
	
	

	[bookmark: _VFC1138007]Make pre-employment checks such as the candidate’s right to work in the UK and references. 
	
	
	

	[bookmark: _VFC1936348428]Resolve any employment contract queries
	
	
	

	[bookmark: _VFC1496542469]Before the recruit starts their new job:
· give them their Written Statement of Terms and Conditions of Employment to avoid disagreements or misunderstandings
· remind them where to find out about the organisation’s procedures and policies
	
	
	

	[bookmark: _VFC1248864153]Write to unsuccessful candidates and give feedback if requested
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