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GUIDELINES FOR RECRUITMENT TIMETABLE




Eg. For posts to be advertised locally only
	Weeks
  1 - 2
	3
	4
	4 or 5
	5 or 6
	6 or 7
	7 or 8
	8 or 9
	9 or 10

	Papers to Human Resources for grade to be considered/reviewed


	Referred to HR Director for consideration re redeployment
	Advert appears locally
	
	Closing date
	Short-listing
	
	Interviews


Eg.  For posts to be advertised locally and nationally

	Week     1 - 2
	3
	4
	5
	6
	7
	8 or 9
	9 or 10
	10 or 11
	11 or 12
	12 or 13

	Papers to Human Resources for grade to be considered/ reviewed


	Referred to HR Director for consideration re redeployment
	Advert appears locally
	Advert appears nationally
	
	
	Closing date
	Short-listing
	
	Interviews


Eg. For posts to be advertised locally, nationally and in specialist journal

	Week     1 – 2 
	3
	4
	5
	6 or 7
	7 or 8
	8 or 9
	9 or 10
	10 or 11
	11 or 12
	12 or 13
	13 or 14

	Papers to Human Resources for grade to be considered/ reviewed


	Referred to HR Director for consideration re redeployment
	Advert appears locally
	Advert appears nationally
	Advert appears in specialist journal
	
	
	Closing date
	Short-listing
	
	Interviews


Notes:-
1. If an advert is placed in a national or specialist journal the time-table may need to be altered to follow the deadlines and issue dates of the journal.  It therefore is advisable to check publication dates and copy deadlines for such publications, with Human Resources, before setting the recruitment timetable.
2. Please note if a vacancy is delayed by the Redeployment Committee for consideration by a redeployee, the timetable will need adjustment.

