VACANCY ADVERTISING SCHEME

Checklist Of Mandatory Actions

	Action


	Completed

(+ date as applicable)

	The trade unions have been consulted over changes to staff numbers or the grading of posts
	

	Convening the selection panel


	

	The Governing Governor/Head of Group has devolved authority to fill the post


	

	The special arrangements applying to the filling of Prison Officer, certain Psychologist, Industrial/Agricultural, and AO posts have been considered 
	

	Consideration has been given to the transfer any surplus staff and any staff for whom a managed appointment (including compassionate) has been identified
	

	An appropriate file has been opened for retention of papers related to filling of the post(s)
	

	Efforts have been made to ensure that panel membership reflects the Prison Service principles on diversity 
	

	The selection panel comprises at least 2 members one of whom is at least 1 grade or payband higher and other members at least equal to the vacant post 
	

	Panel members are competent to carry out their roles through having been trained, previous experience or being briefed and supported through the process 
	

	Advertising


	

	The post has been advertised within the Prison Service and to those who may eligible across the Ministry of Justice 
	

	Eligibility requirements have been advertised and competence criteria made available to applicants
	

	The standard advertising template has been used


	

	The advertisement stated which application form is to be used 
	

	Any restriction on further transfer for successful applicant has been stated in the advertisement
	

	Need for JSAC accreditation is stated where applicable
	

	Where option  to request annual staff reports is used this is stated in the advertisement
	

	Sifting


	

	Applicants have provided any supplementary information required in the advertisement 
	

	The ethnicity monitoring form was detached prior to the sift and retained for monitoring purposes 
	

	Only those applicants meeting the advertised eligibility criteria were considered for interview
	

	Any GIS applicants meeting minimum eligibility criteria were invited for interview
	

	Applicants have provided the confirmation of non- membership of racist groups if applicable
	

	The model sift evaluation form or a locally devised version was used to assess and score applicants in merit order
	

	Any consideration on sick absence information took place after the assessment of competence
	

	Any decision to reject an applicant on sick absence information was approved by the Governing Governor or Head of Group
	

	Applicants not invited for interview were informed of their right to make representations within 7 working days
	

	Any representations were considered by at least the original chairperson and an additional member of at least the same grade or payband as the vacant post
	

	A record of the original and representations sift was provided by the chairperson and is retained on the file 
	

	Selection


	

	The model interview assessment form or a locally devised version was used to assess and score candidates and place in merit order
	

	An agreed panel assessment was produced for each candidate


	

	Any known disciplinary/criminal procedures in regard to a candidate have been taken account of in reaching a decision on suitability
	

	Any panel recommendation to give a not suitable marking to a candidate due to sick absence history has been approved by the Governing Governor/Head of Group
	

	A panel report as per the standard report has been completed and certified by the chairperson
	

	Results and posting


	

	The standard VAS monitoring form has been completed
	

	Successful candidates have been given a common seniority date which is the date on which the report was signed off and certified
	

	Successful candidates from outside the Prison Service have provided a declaration in regard to freemason membership
	

	Successful candidates have been informed and notified of any change to terms and conditions of service on taking up post
	

	Unsuccessful candidates have been notified and provided with feedback if requested
	

	Security clearance has been sought and received as required


	

	Release dates have been agreed within the limits applicable 


	

	Where a reserve candidate is used, this is for a vacancy with similar competence requirements, is in merit order and within the 12 months of the date the original report was certified 
	


