Recruitment Decision Process Flow

Promotion
within the
same

e e Additional role

Variation
(use the relevant
“Within Team”
manager
request)

* New role (excluding promotion)

Recruitment
(may be able to
bypass
advertising)

Change from
temporary hire to
US employee

Temporary
hire

Not
Recruitment
(liaise directly
with Finance)

Refer to
Financial
Representative (FR)
Director Approval

User Guide

Refer to
Recruitment User Guide

(Bypass Advertising)

Prior to initiating the VRF, ensure you have
the following information to hand

(refer to the User Guide for further details):

U Expected Start Date

U Finance Department/Sub-Department - refer
to further guidance available here. If you are
unsure, contact your designated Management
Accountant for clarification (Management
Accountant Matrix)

Accommodation availability (if applicable)
Working hours/pattern and weeks per year

DBS and Regulated Activity information - refer
to “Regulated Activity Flow chart” and “List of
roles that require DBS checks” available here

Cost Centre and Budget/Grant Information
Reason for the Vacancy
Salary (including pro-rata salary, if applicable)

Job Description and any other documents
(Word Versions only)

Refer to
Recruitment User Guide

(Standard)

Prior to initiating the VRF, ensure you have
the following information to hand
(refer to the User Guide for further details):

O Expected Start Date

O Finance Department/Sub-Department - refer
to further guidance available here. If you are
unsure, contact your designated Management
Accountant for clarification (Management
Accountant Matrix)

Accommodation availability (if applicable)
Working hours/pattern and weeks per year
Advert Closing Date

DBS and Regulated Activity information - refer
to “Regulated Activity Flow chart” and “List of
roles that require DBS checks” available here

Preferred Advertising Publication(s)

Cost Centre and Budget/Grant Information
Reason for the Vacancy

Salary (including pro-rata salary, if applicable)

Job Description, Advert Wording and any other
documents (Word Versions only)
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