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Recruitment Guidelines





Please find below some guidelines to ensure that your recruitment advertisement is as effective as possible.  If you have any queries about the process, please contact Karen Darley on 01904 554444 or email Karen.Darley@york.gov.uk.


	


�	When a vacancy arises, complete the vacancy notification form available online at www.yor-ok.org.uk/recruitment


�	When completing the vacancy notification form ensure:


		�	The job title makes sense to people outside the organisation


		�	Information about the setting itself


		�	Information relating to the role and main responsibilities from the job description


		�	Information relating to the sort of person being looked for i.e. key essential criteria from the person specification


		�	Add to it the date of interview where possible


		�	Name and contact details of someone who can take informal enquiries


		�	How to apply i.e. post, website, email etc.


�	Please complete all the boxes on the vacancy notification form


�	Ensure that the wording of your advertisement is compliant with the latest legislation, especially regarding employment law and diversity issues.  This is the responsibility of the setting, however all advertisements are proof read by the Recruitment & Retention Co-ordinator for suitability/accuracy.


�	Your vacancy will be advertised on the yor-ok website and the childcarelink website free of charge.  Advice will also be provided about alternative advertising sources.


�	Where appropriate, settings will be contacted by the Karen Darley with details of candidates they may be interested in approaching for their vacancy.


�	Advertisements will automatically be removed once the closing date has been reached.


�	If vacancies need to be re-advertised contact Karen Darley on 554444
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