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STUDENT STAFF RECRUITMENT CHECKLIST


Please ensure the checklist below is completed fully before returning to PED, all information is used for advertising and recruiting so please make sure this is correct.

	Job Title: 
	Department: 

	Line Manager: 
	Target start date:         


	Role Details
	Details
	Responsible
	Comments

	What hourly rate will the Student Staff be paid? 
Standard - £12.60
Supervisor - £12.90

	
	Line Manager
	

	How many members of staff are you looking to recruit for this position?


	
	Line Manager
	

	Who will the Student Staff report to?

	
	Line Manager
	

	What are the expected hours of work for this? 
Hours per week?

Daytime/Evening/Weekends?


	
	Line Manager
	

	Will you accept applications from final year students? 


	
	Line Manager
	

	Are there any dates that the student staff need to be able to work? E.g. freshers , summer ball 

If yes, please specify.


	
	Line Manager
	

	Has the Job Description been confirmed and sent back to HR?
	
	Line Manager
	

	Information for advert confirmed as correct:

Signed (Line Manager): 
Print Name (Line Manager): 
Date: 


	Recruitment Process
	Details
	Who 
	Comments

	Target live date for adverts
	
	Line Manager
	

	Closing date
	
	Line Manager / HR
	

	Interview Panel Members agreed
	
	Line Manager
	

	Shortlisting meeting date
	
	Line Manager/HR
	

	Interview date
	
	Line Manager / HR
	

	Shortlisting and interview dates confirmed and agreed.  Advert will not go live until the above two sections are fully completed:
Signed (Line Manager):

Print name (Line Manager): 
Date: 


	Interview Process: i.e.
	Details
	Who 
	Comments

	What interview process/activity would you like? 
· Panel Interview
· Group Activity

· In tray activity

· Presentation
· Video interviews
· Other? Please specify.
	




	
	

	If you would like a group activity, please specify which activity you would like. 

· Lost at Sea
· Call my bluff
· Shipwrecked


	
	
	

	Any flexibility with interview dates?

	
	
	

	Have the Interview questions been created  and sent to HR?
	
	
	

	Where do you want to interview them?
	
	
	

	Interview details confirmed and agreed:
Signed (Line Manager):

Print Name (Line Manager):
Date:


YES/NO








