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Job Description & Person Specification updated
Jane Durand/Sophie Blakemore

Issue formal contract 

Request contract of employment
Joanne Morgan
Robust Induction

See induction checklist

Jane Durand

Satisfactory checks received and on file.  Zoe to inform Jane Durand to initiate induction and start date agreed.  Introduction email circulated to parents
Jane Durand

Follow probation assessment Flowchart
Sophie Blakemore
Meeting held with employee to discuss any medical issues disclosed in medical questionnaire.  Staff risk assessment completed if app.
Sophie Blakemore
2 Reference requests sent to incl. previous employer & childcare related
Zoe Platt
Job offer confirmed in writing – subject to satisfactory checks, 2 professional references & enhanced DBS.
Joanne Morgan/Zoe Platt (HELP)

Successful applications invited to interview.
Joanne Morgan
Unsuccessful applications informed of outcome
Joanne Morgan
Applicant assessed using Interview Rating form.  Self disclosure form completed and sealed, marked PRIVATE AND CONFIDENTIAL to be submitted at interview
Interview Panel

Full application form shortlisted using criteria identified in Person Spec
Interview Panel
Unsuccessful applicants informed of outcome in writing
Joanne Morgan
Successful applicant informed of outcome and job offer
Sophie Blakemore

Job advertised internally & externally.  Recruitment timeline set
Joanne Morgan

New vacancy identified – Joanne Morgan
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