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District Health Board

Best Care for Everyone



RECRUITMENT PLAN

	HM Name:      
	Req #:      
	Date:      

	
	JOB TITLE:       
	WHEN
	WHO
	DONE

	PLANNING
	Prepare position brief 
(Using Employee Value Proposition)
	     
	     
	 FORMCHECKBOX 


	
	Define 3 key success factors
1.      
2.      
3.      
	     
	     
	 FORMCHECKBOX 


	
	Define Candidate Sourcing

 FORMCHECKBOX 
 Identify referrals – internal and external

 FORMCHECKBOX 
 Taleo mining (list searches)

 FORMCHECKBOX 
 Careers website

 FORMCHECKBOX 
 Review previous assignments

 FORMCHECKBOX 
 Website Internet and Extranet

 FORMCHECKBOX 
 Internet search (Google, Zoom Info, Linked-In)

 FORMCHECKBOX 
 Print Media: specify      
 FORMCHECKBOX 
 Job Boards: specify      
 FORMCHECKBOX 
 Other: specify      
	     
	     
	 FORMCHECKBOX 


	
	Write Web & Print Adverts
	     
	     
	 FORMCHECKBOX 


	SOURCING & SCREENING
	Sourcing & Screening
	     
	     
	 FORMCHECKBOX 


	
	Defining screening criteria
	     
	     
	 FORMCHECKBOX 


	
	Screen Candidates
	     
	     
	 FORMCHECKBOX 


	
	Recruiter to prepare a shortlist – fully pre-handles applicants
	     
	     
	 FORMCHECKBOX 


	
	Comments 
     

	SHORTLISTING
	Short listing Candidates
	     
	     
	 FORMCHECKBOX 


	
	Recruiter to prepare shortlist
	     
	     
	 FORMCHECKBOX 


	
	Provide candidates with PD & Job Application form 
	     
	     
	 FORMCHECKBOX 


	
	Arrange Interviews and prep candidate
	     
	     
	 FORMCHECKBOX 



	
	WHAT
	WHEN
	WHO
	DONE

	SELECTION
	Interviewing Candidates
	     
	     
	 FORMCHECKBOX 


	
	Review standard interview template - relevance
	     
	     
	 FORMCHECKBOX 


	
	Timeframe for Interviews
	     
	     
	 FORMCHECKBOX 


	
	Present candidates
	     
	     
	 FORMCHECKBOX 


	
	Interview Panel List
	     
	     
	 FORMCHECKBOX 


	
	Reference Check candidates - relevance
	     
	     
	 FORMCHECKBOX 


	
	Verbal offer to candidate
	     
	     
	 FORMCHECKBOX 


	
	Confirm Start Details
	     
	     
	 FORMCHECKBOX 


	CLOSING & OFFER
	SAF Completed
	     
	     
	 FORMCHECKBOX 


	
	Contract Processing
	     
	     
	 FORMCHECKBOX 


	
	Inform Unsuccessful Candidates
	     
	     
	 FORMCHECKBOX 


	
	Stay in touch with Candidate during on boarding period.
	     
	     
	 FORMCHECKBOX 


	
	Start
	     
	     
	 FORMCHECKBOX 


	
	Contingency plan if no suitable applicants

     
	     
	     
	 FORMCHECKBOX 



Notes:
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