Appointment Process
Academic Division Leader or Associate makes request to HOD: Staffing and Resources for a new / replacement post
HOD: Staffing and Resources discusses with FEG (and SMG as appropriate)

HOD: Staffing and Resources initiates Vacancy Control Form (see guidance example) and completes Business Case (using the headings in the guidance example) with Academic Division Leader or Associate

HOD: Staffing and Resources initiates Job Description and Person Specification (see guidance example) with Academic Division Leader or Associate and sends to HR Adviser. HOD: Staffing and Resources sends IOE Structure Chart to Didsbury or Crewe HR Adviser.

Vacancy Control Form considered by IOE Vacancy Control Panel (HOD: Staffing and Resources, Didsbury or Crewe HR Adviser, Faculty Accountant).  Didsbury or Crewe HR Adviser provides feedback on Business Case.
Vacancy Control Form signed off by Faculty Accountant and Dean and sent to Didsbury or Crewe HR Adviser
Didsbury or Crewe HR Adviser submits Job Description and Person Specification to Grading Team at All Saints
HOD: Staffing and Resources initiates Vacancy Advert  (see guidance example) with Academic Division Leader or Associate, decides where it should be placed and sends to Didsbury or Crewe HR Adviser

Didsbury or Crewe HR Adviser submits Vacancy Control Form, Job Description and Person Specification and IOE Structure Chart to HR Deputy Operational Manager for consideration by the University Executive Vacancy Control Panel (Deputy VCs, Director of Finance, HR Director) at least one week in advance of the Monday weekly meeting

Outcome notified to Dean and Didsbury or Crewe HR Adviser

Didsbury or Crewe HR Adviser sends advert to Recruitment Team

On line advert takes two or three days to place; hard copy advert takes two to three weeks

Advertised for 10 – 14 days 

After two further days applications ready for collection from All Saints Recruitment Team (for Didsbury) or Crewe HR

HOD: Staffing and Resources and Academic Division Leader or Associate make interview arrangements and ask Management Services to book rooms and catering

Short listing carried out by Panel Chair and Grade 10 / 11 Subject / Phase Specialist
Short listing returned to All Saints Recruitment Team (for Didsbury) or Crewe HR with interview arrangements; they send out interview invitations
Interviews held 10 days later

HR issue contract

Academic Division Leader or Associate complete Starter and New User Forms

HOD: Staffing and Resources liaises with Head of Campus Administration to allocate a room and Academic Division Leader or Associate ensures furniture, phone, computer in place 

