
RECRUITMENT PROCEDURE FLOW CHART 
 

 

Identify a Vacancy & assess role required. 

Select candidates for interview  

Check / Prepare job description  

Prepare person specification, application form and short listing criteria  

Advertise position Indeed, Bolitho Nursery Website & share on Bolitho Nursery Facebook page.  

Agree recruitment panel (usually 2 + room leader for observations). 

Send application pack to candidates who reply. Conduct social media check  

Shortlist received applications according to person specification and short listing criteria. 

Interview, score make notes, make recommendations. 

Letter of decline to unsuccessful candidates, offer opportunity for feedback.  

Offer position to successful candidate.  Upon agreement check references, obtain DBS  

Once clear DBS has been returned begin Process of induction & probation period starts. 

Once probation period ends offer of employment and contract if successful.  
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