“This template document and others have been produced by Sport Wales and will need editing before use.  Guidance notes to help you do so are set out throughout the documents and square brackets in the body of the document indicate areas that require editorial attention.  Whilst Sport Wales endeavours to ensure the information contained is up to date and correct, we make no representations of any kind, express or implied, about the completeness, accuracy and suitability of the documents provided. Any reliance you place on such information is therefore strictly at your own risk.  In no event will Sport Wales be liable for any indirect or consequential loss or damage, arising out of, or in connection with, the use of these templates.  If you have any doubts about the editing or use of these templates, please seek professional legal advice.”
Fill out the table with the names of the individuals undertaking each part of the process e.g. person writing the Job description; short-listing panel etc.
Staff Recruitment
Suggested checklist for recruitment and selection

	Action to be completed
	Participants
	Sport Wales HR Support
	Timescale

	Job description and Person Specification
	
	HR available to review if needed
	

	Sport Wales agree and grade if necessary
	Sport Wales Officer
	
	

	Advert design and wording to be agreed
	
	HR available to review if needed
	

	Where to be advertised
	
	HR available to advise on options
	

	Agree Dates for :

· Advert being placed

· Closing date for applicants

· Short listing 

· Interview Dates 
	
	HR available to advise on timescales
	Would usually suggest:

· 2 weeks advertising

· 1 week for shortlisting

· 1 week notice of interview

	Application process agreed- i.e. CV or application form 
	
	HR available to provide templates
	

	Interview format agreed e.g. structured, competency based interview, Presentation, job specific exercise or test.
	
	HR available to provide templates for interview questions
	

	Applications received and acknowledged.
	
	
	

	Short listing and interview panel agreed (should be the same people)
	
	
	

	Applications sent to panel for shortlisting
	
	
	

	Short list agreed 
	
	
	

	Interview room booked and necessary arrangements confirmed 
	
	
	

	Applicants informed of interview process and relevant information provided e.g. include presentation title if applicable
	
	
	Suggest 1 week notice of interview date

	Relevant paper work sent to interview panel 
	
	
	

	Conduct interviews and select candidate *
	
	
	

	Successful candidate informed 
	
	
	

	Unsuccessful candidates informed and feedback offered
	
	
	

	References/ work permits checked
	
	
	

	Contract and new starter paperwork issued
	
	HR available to provide templates
	

	Induction planned *

	
	
	


*Further templates available on WSA website
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