
s
Recruitment and Selection Process Timescales 
(excluding holidays and term breaks)

Faculty/School/Department Personnel Department

* Alternative timescales are for teaching and senior posts - see note at the top of the page

Duration:   Minimum 7 weeks (9 or 10 weeks for teaching and senior posts) from Personnel 
Department authorisation to fill the vacancy to interview date.  That period will be extended 
significantly if it includes any periods of holiday or term  breaks.  It is therefore crucial to notify and 
involve Personnel Department staff from as early a date as possible, and to ensure that a senior 
member of your staff will be available to handle enquiries throughout. It is not possible to take 

Resignation to Line Manager

Confirm replacement details i.e. any 
change to title/grade/FTE, 
responsibilities etc.

Guidance and advice

Identify and brief all staff participating 
in the selection programme.  Book 
accommodation, catering.

Shortlist, document and send 
result to Personnel Department  
within 5 work days

Receive applications until closing 
date.  Prepare and send for 
shortlisting next work day. Answer 
routine enquiries.

Within 2 work days, invite to 
interview.  Request references.  
Information to Panel

Selection programme and 
documents, verbal offer, 
send result and records of 
selection to Personnel.

Within 2 work days, produce offer 
letter, contract, starter file,  payroll 
notification, payment of expenses, 
pension, etc.

        Process leaverCopy to
Personnel

Confer and
advise

Confer and
advise

Week 1

Week 2

Week 5
(week 6 *)

Week 7 or 8
week 9 or 10*)

Week 11 or 12 
(week 17-22*)

 Publication date

Guidance and advice

Week 4
(week 5 *)

Consult Personnel regarding timescales for 
advertising, shortlisting and interviews 
(see note at top of page), confirm and 
book panel for shortlisting and interviews, 
complete PD8 (purple form) and all required 
enclosures and send to Personnel.

Authorisation to fill post. Draft advert to 
meet next copy deadline (after all 
required details have been received) and 
produce further particulars. Consult 
Panel Chair.

End of notice period. Earliest start date.
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