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Employee is no longer available 
for work e.g. resignation Can the work be ceased or not 

taken on? 

New work needs to be done 
e.g. new project, new client 

 
START 

No 

Yes 

Can the work be done differently/ 
achieved through restructuring or 
can the work be done by existing 

employees with training if needed. 

Yes 

Is the need short term (8 weeks or less) so that a person from 
resources@derbyshire or an agency worker could be used? Yes 

No 

Has an internal advert provided a successful candidate? 

No 

Yes 

Do you have the authority to recruit internally (vacancy 
control)? 

Yes 

Yes 

Consider priority candidates for your post. Are they suitable? 

Yes 

Consider ceasing 
service 

Consider new ways of 
working to achieve same 

level of service or consider if 
work can be absorbed by 

current staffing. Check 
grading implications and 

evaluate job as necessary 

Contact Resources@derbyshire for 
help with Business Services work  
Contact Comensura for help with 

other roles  

Follow  recruitment procedures for 
internal candidate, including 

secondees  
Use fixed term contract if need is for 

medium term and established contract 
if need is long term 

Seek authorisation 

Seek authorisation  

Follow recruitment procedures  
Use fixed term contract, considering 
use of secondment, if need is for 
medium term and established contract 
if need is long term 

No. Gain Service Partner approval to rejection of priority 
candidate before progressing internal recruitment.  

No. Do you have authority to recruit externally? No 

Do you have an up to date job and person profile? Has job 
been evaluated if new? No 

Acquire required documents 
 

Yes 

No 
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START 
You have 

authority to 
recruit internally 
or externally and 

have job and 
person profile 

Create advert in Recruit using SAP position number for post to be filled. 
Choose interview panel members. Set shortlisting and interview dates. 

Place advert in appropriate media 
Most posts will be advertised first to priority candidate before being 

advertised to a wider audience. 

After closing date consider applications  
You will need to consider any priority candidates first..  If these are not 

appointable you will need HR approval to advertise to a wider audience. 
Consider guaranteed interview candidates 

Create shortlist 

Make arrangements for interview 
Design interview questions/tasks 

Hold interviews 
Select preferred candidate 

Consider maintaining links with other appointable candidates 

Await satisfactory recruitment checks – medical, DBS, references etc.  
You can check Recruit to see how the recruitment is progressing. 
Make arrangements for new starter to have necessary Induction, 

equipment, computer access etc. 
Arrange start date with candidate 

Meet with candidate on Day One of their employment and agree  
induction plan and review dates. 

Set objectives and off you go........ 


