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A practical guide for hiring managers


How to use this plan
Use this plan to organise and deliver a recruitment campaign independently of Talent Attraction.
Complete this alongside the Role Briefing Form. Transfer agreed decisions rather than repeating the full role brief.
Replace the prompts with your responses. Give every action a named owner and date; mark optional activity “Not required”.
Keep this plan up to date and share it with your panel and recruitment administrator. Follow current University recruitment guidance and approval routes.
1 Role and campaign essentials
Confirm who is accountable and the key information needed to progress the vacancy.
	Job title and reference
	Enter the approved title and vacancy reference when available.

	Faculty or directorate
	Include the school, department or team.

	Hiring manager
	Name the person accountable for the campaign and appointment.

	Recruitment administrator
	Name the person coordinating the recruitment system, bookings and communications.

	Grade and salary
	Record the approved range and any authorised flexibility.

	Contract and working pattern
	State contract type, duration if fixed term, FTE, location and working arrangements.

	Key dates
	Target advert launch: [date]   Target interview date: [date]

	Plan last updated
	Date: [date]   Updated by: [name]


2 Attraction approach
Agree how suitable candidates will hear about the role and why they should apply.
	Advertising route
	Select all that apply: ☐ Internal  ☐ External  ☐ Specialist job sites
☐ Professional networks  ☐ Other: [details]

	Channels and budget
	List each channel, cost, budget approval and person responsible. Confirm approval before committing spend or engaging an agency.

	Inclusive attraction
	Identify relevant networks and accessible ways to reach a broad range of suitable applicants.

	Advertising dates
	Launch: [date]   Close: [date and time]   Response review: [date]
Record who will review the response and agree any changes.



3 Selection approach
Use a proportionate process linked to the agreed criteria. Decide how evidence will be assessed before reviewing applications.
	Shortlisting
	Confirm the reviewers, essential and desirable criteria, scoring approach and meeting date.

	Assessment stages
	Select all that apply: ☐ Interview  ☐ Presentation  ☐ Task
☐ Technical assessment  ☐ Stakeholder discussion  ☐ Other


4 Panel membership
Confirm availability, relevant training, a balanced panel and any conflicts of interest.
	Name and role
	Panel responsibility
	Availability and checks

	[Name and job title]
	Chair / decision lead
	[Dates and confirmation]

	[Name and job title]
	Panel member / assessor
	[Dates and confirmation]

	[Name and job title]
	Panel member / assessor
	[Dates and confirmation]




5 Recruitment timetable
Work back from the target start date. Allow for approvals, candidate notice periods and pre-employment checks. Confirm dates with everyone involved.
Enter a named owner and due date for each action. Use status: Not started, In progress, Complete or Not required. Add rows where needed.
	Action and completion point
	Due date
	Named owner
	Status

	Approve the role brief, job description, criteria, grade, salary and funding.
(Link to guides and tempate)
	[Date]
	[Name]
	[Status]

	Complete permission to recruit and applicable redeployment steps; record approval evidence.
	[Date]
	[Name]
	[Status]

	Set up the vacancy on the recruitment system; agree administration responsibilities. (Link to guide)
	[Date]
	[Name]
	[Status]

	Approve the advert, candidate information, channels and spend. (link to guide and template)
	[Date]
	[Name]
	[Status]

	Confirm the panel, training and conflicts; reserve selection dates. (Link to Guie)
	[Date]
	[Name]
	[Status]

	Agree criteria, scoring, questions and tasks; confirm bookings. (Link to guide)
	[Date]
	[Name]
	[Status]

	Publish and check the advert, application route and contact details.
	[Date]
	[Name]
	[Status]

	Review the applicant response and agree any additional attraction activity.
	[Date]
	[Name]
	[Status]

	Ensure authorised reviewers have secure access to applications.
	[Date]
	[Name]
	[Status]

	Complete individual assessments and hold the shortlisting meeting; record evidence and decisions. (link to guide and template)
	[Date]
	[Name]
	[Status]

	Notify applicants of outcomes; send interview invitations and assessment details. (link to guide and templates)
	[Date]
	[Name]
	[Status]

	Confirm reasonable adjustments and preparation materials; finalise the schedule and panel pack. (link to guide and templates)
	[Date]
	[Name]
	[Status]

	Brief the panel and conduct assessments; record scores and evidence consistently. (Link to guide and templates)
	[Date]
	[Name]
	[Status]

	Hold the decision meeting; agree the preferred candidate and record the appointment rationale.
	[Date]
	[Name]
	[Status]

	Confirm offer approvals and authorised terms; progress the offer through the agreed route.
	[Date]
	[Name]
	[Status]

	Provide outcomes and feedback to unsuccessful interviewed candidates at the agreed point. (Link to template)
	[Date]
	[Name]
	[Status]

	Track offer acceptance, checks and contract progress; keep the candidate informed.
	[Date]
	[Name]
	[Status]

	Confirm the start date and induction arrangements; close the vacancy and review the campaign.
	[Date]
	[Name]
	[Status]


If a date changes, update this plan, confirm the impact on later stages and tell affected candidates and colleagues promptly.


7 Offer and onboarding
The hiring manager retains oversight through to the start date. Confirm who handles each handover and follow up outstanding actions.
	Offer terms and authority
	Record salary, contract, working arrangements and the approver. Confirm any variation before communicating an offer.

	Checks and dependencies
	Confirm with the relevant team which pre-employment checks are needed, who tracks them and any immigration or relocation dependencies. Do not record sensitive documents in this plan.

	Candidate contact
	Name the person maintaining contact from offer to start. Record the next update date and any outstanding questions.

	Start date and induction
	Record the agreed start date, induction owner, first-day arrangements, equipment, access and any agreed workplace adjustments.


Final checks
Use these checks at the relevant stage and retain the supporting records in the approved location.
Before launch
☐ Role, funding and approvals confirmed   ☐ Redeployment requirements addressed
☐ Advert and criteria agreed   ☐ Panel, dates and action owners confirmed
Before assessment
☐ Questions, tasks and scoring agreed   ☐ Panel briefed
☐ Candidate information sent   ☐ Reasonable adjustments confirmed
Before the start date
☐ Offer accepted   ☐ Required checks and contract status confirmed with the responsible team
☐ Start date confirmed   ☐ Induction and equipment arranged
At campaign close
☐ Applicants informed and feedback provided as agreed
☐ Decisions and assessment records stored securely under University retention arrangements
☐ Recruitment system updated   ☐ Lessons and improvements recorded
Support when needed: use current University recruitment guidance. Confirm process or system questions with your recruitment administrator or Recruitment Services, and seek specialist advice on grading, pay or immigration where required. TA involvement is not needed to complete this plan.
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