Edith Weston Parish Council meeting 30 August 2022 - Appendix B – Process Chart
EDITH WESTON PARISH COUNCIL

APPOINTMENT OF CLERK TO THE COUNCIL
RECRUITMENT PROCESS ACTION PLAN
	Task
	Lead Responsibility
	Target date

	Consider and confirm with the Council the need for the post and justify making the appointment
	EWPC
	Completed

	Agree recruitment timetable and action plan
	JS/PV
	31 Oct 22

	Agree composition and responsibilities of Selection Panel/Sub-Committee and engage any required professional advisers
	JS/PV
	Completed

	Review and, if necessary, update and re-evaluate the current recruitment/selection policies used by the Council checking particularly that no indirect discrimination arises
	N/A
	N/A

	Create or update the Job Description and clarify reporting channels and responsibilities for the post checking particularly that no indirect discrimination arises
	JS/CG
	Completed

	Create/update and agree the Person Specification for the post making sure that none of the criteria could directly or indirectly discriminate
	JS/CG
	Completed

	Confirm the key terms of employment
	JS/CG
	completed

	Establish and agree the budget for recruitment
	JS/CG
	Completed

	Develop advertisement and determine the timeframe and closing date
	JS/CG
	Completed

	Consider and agree on the advertising and other media to be used checking that all parts of the community are accessed and able to respond (e.g. those with hearing or sight difficulties)
	JS/CG
	Completed

	Obtain costs and agree advertising media to search the relevant marketplace Action 1
	CG
	29 August


	Prepare forms to record applications requested and received Action 2 
	JS
	29 August

	Agree selection process including the interview location, dates and tests to be used using the Person Specification as the core selection tool Action 3
	CG
	29 August

	Define processes and responsibilities for short listing and selection interviews and exercises and tests to demonstrate the skills and aptitudes being sought avoiding direct or indirect discrimination
	JS PV CG
	Completed

	Arrange advert media insertions and in other media
	CG/PV
	10 September

	Prepare application form and recruitment information pack as suggested in this Manual
	JS/CG
	Completed

	Develop short listing application analysis matrix against person specification that avoids direct or indirect discrimination
	JS/CG
	Completed

	Make arrangements and prepare records for applications to be received and recorded confidentially
	
	

	Following closing date, undertake short listing and selection of candidates for interview against short-listing matrix
	
	

	Agree when and how to deal with obtaining references 
	
	

	Take action on unsuccessful candidates and if, when and how to deal with obtaining references
	
	

	Prepare interview schedule and invite short listed candidates to interview
	
	

	Prepare model interview questions and agree range of key questions to be asked of all candidates
	
	

	Prepare the selection interview assessment matrix for completion by interviewers and ensure it avoids direct and indirect discrimination
	
	

	Undertake selection interviews and assessment tests to make selection decision (if appropriate undertake initial interviews and then final interviews) avoiding direct or indirect discrimination
	
	

	Make offer of employment subject to relevant pre-employment checks and agree start date
	
	

	Prepare and issue contract of employment (Statement of Main Terms and Conditions of Employment)
	
	

	Consider any adjustments, aids or adaptations necessary to enable a candidate to commence e.g. those with a disability, transgender issues etc
	
	

	Make arrangements for appropriate checks, including legal working, qualifications etc, prior to employment commencing
	
	

	Advise unsuccessful candidates and be prepared to justify decisions not to appoint and advise on how long details will be kept (DPA 2018)
	
	

	Map out induction and probation period monitoring processes
	
	

	Prepare for successful candidate commencement date and undertake induction process
	
	

	Monitor performance and suitability during probation period and take appropriate action if issues arise or confirm appointment following successful probation period
	
	


Action 1:
Benefice Mag – Free (advert already placed)

Rutland and Stamford Mercury – £1922 +VAT
Army Network – Free

Facebook & other social media – Free

Website - Free

LRACL – Free

SLCC – £309 + VAT

Job Centre, Stamford – Free?

Notice boards, local shops -  Some village shops may charge.
Action 3:
Provisional booking of village hall for 3rd and 5th October 5 – 7pm – Cost £28
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