
RECRUITMENT & SCREENING PROCESS

Knowledge/Information

Record

Timeline As per Requirements 12 weeks Ongoing

Ops Manager

Employee

Job Advertisement/Job 

Description

Advertise position on most 

appropriate media. Speak 

with staff for referrals and 

review previous applicants. 

Ensure a suitably worded 

application is presented, 

including all current legal 

requirements

Establish most appropriate 

application upload, subject 

to the method of 

recruitment used. Assist 

applicant in completing 

application form, where 

appropriate.

Conduct interviews with 

candidates. Undertake 

refresher training quiz and 

skills assessment.. Create 

shortlist where appropriate, 

refer to others as 

appropriate. Take interview 

notes and document 

Establish short list and 

advise applicants of their 

status. Where an applicant 

doesn’t make the interview 

phase, advise the reasons 

why. Advise applicants 

what the interview process 

will entail and advise of the 

document requirements 

needed for interview.

Advise employee and 

conduct performance 

review.

Start on-boarding process, 

including limited screening. 

Determine whether screening 

to be conducted internally or 

externally and execute 

accordingly. Conduct 

screening in accordance with 

BS7858 and ensure that RTW 

and other due dilligence 

checks are conducted at the 

same time

Success?

Yes

Advise applicant

No

Meets 

requirements

No

Employee File
Application, RTW 

documents

Interview Note

Training Quiz

Training Quiz

Interview Notes
Employee FileScreening File

Resource requirement

RTW documents

Contract of employment

Training and 

Development 

Process

Yes

Yes
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