Sessional Lecturers – recruitment and selection


  
Dept identify need for HPL


Generic JD put on web


IHSCP AC 0801





2. CV sent in / enquiry / dept identify suitable person





3. Candidates complete on-line application demonstrating essential criteria in person spec





5. Applications passed to department for shortlisting against person specification.  Shortlisting meeting arranged with Personnel Adviser.





4. Why?  Consistency of information, excludes inappropriate info eg DOB/marital status





6. Candidate doesn’t meet essential criteria 





9. Candidate meets essential criteria but there isn’t work available in their subject area in the near future





8. Candidate meets essential criteria and it is likely that there will be work in their subject area in the near future





7. Regret letter and feedback offered





10. Write to candidate to advise that application will be kept on file for future consideration although no work available in their subject areas at the moment





12. Arrange interview





Standard procedure, one week’s notice, panel – LM/HoDivision, subject specialist and Personnel Adviser, short  presentation to panel








13. Not suitable 





14. Regret and feedback offered





15. Suitable but no work likely in the near future





16. Write to confirm suitability and confirm we will hold application on file, stored on secure O drive.


Dept reviews if work becomes available





17. Suitable and likely that work available in very near future





19. Suitable and work immediately available





20. SVR required


Offer specific work


Raise contract


Pre-employment checks carried out





18.  Write to confirm suitability and add to register for part time work.


Give contact details to dept.


Pre-employment checks carried out.


Dept advise when work becomes available





11. Store in paper file, review annually.








