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Recruitment Timeline Guidance for Hiring Managers
Applicable to Agenda for Change Posts Only
This guidance outlines the key steps and responsibilities involved in the recruitment process for Agenda for Change posts. It is primarily aimed at Hiring Managers, who are responsible for initiating and progressing recruitment activity in line with organisational standards. It also includes key actions for the East Region Recruitment Service to support a coordinated and timely recruitment process.
The timeline is designed to ensure that all necessary documentation is completed accurately, that recruitment activity is planned effectively, and that compliance with local processes is maintained.
Hiring Managers are expected to follow this guidance in full to avoid delays and ensure a smooth recruitment journey for all candidates.
We value continuous improvement and your input is essential. If you have suggestions for developing or improving our Hiring Manager guidance documents, please share your feedback by clicking here.
	[image: Folder with solid fill]

	Get Ready
	Pre-Planning 

	Action By
	

	
	
	✅ Seek and obtain the necessary approval for the vacancy.

	Hiring Manager
	

	
	
	✅ Ensure all vacancy authorisation documents are completed, signed, and reflect the most up-to-date versions before submission.
	Hiring Manager
	View the Hiring Manager Vacancy Submission Checklist 


	
	
	✅Ensure that all relevant job documents are included such as person spec, job description, advert and that each is the most current version available.

	Hiring Manager
	View the Hiring Manager Vacancy Submission Checklist

	
	
	✅ Follow your local board’s redeployment steps. The relevant team (HR in most cases) will review the redeployment register and identify any potential matches. If a match is found, the national redeployment process will apply.

	Hiring Manager
	

	
	
	✅ Allocate time for reviewing and shortlisting applications.
	Hiring Manager
	View the Hiring Manager Top Tips

	
	
	✅ Identify panel members.
	Hiring Manager
	View the Hiring Manager Top Tips

	
	
	✅ Identify interview dates.
	Hiring Manager
	View the Hiring Manager Top Tips

	
	
	✅ Identify who needs access to the vacancy on Jobtrain.

	Hiring Manager
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	Get Set
3 Days
	Vacancy Submission

	
	

	
	
	✅ Once the redeployment process is concluded, the ERRS will review all the vacancy documents.

	ERRS
	View How to Submit a Vacancy

	
	
	✅ The ERRS will begin preparing the vacancy on Jobtrain.

	ERRS
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	Go Live
14 Days
	Job Posted 

	
	

	
	
	✅ The ERRS will post your vacancy to the NHS Scotland Recruitment Portal to allow candidates to apply.

	ERRS
	

	
	
	✅ You can commence shortlisting while the post is still live. 

	Hiring Manager
	View the Step-By-Step Guide

	
	
	✅ Update the event calendar with interview dates. 

	Hiring Manager
	View the Step-By-Step Guide
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Shortlist
4 Days
	

Review & Select 

	
	

	
	
	✅ Update candidate statuses on Jobtrain based on the outcome of your shortlisting. 

	Hiring Manager
	View the Step-By-Step Guide

	
	
	✅ Finalise interview panel, interview dates and times. 

	Hiring Manager
	View the Step-By-Step Guide

	
	
	✅ Let the ERRS know shortlisting and interview details are complete.

	Hiring Manager
	View the Step-By-Step Guide
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	Schedule
10 Days
	Interviews Arranged 

	
	

	
	
	✅ Interviews should be scheduled within 10 days of the invitations being issued.  

	Hiring Manager
	

	
	
	✅ ERRS will send interview invites to candidates who have been shortlisted and reject candidates who have not been shortlisted. 

	ERRS
	

	[image: Scientific Thought with solid fill]

	Decide
3 Days
	Interview Complete 

	
	

	
	
	✅ Upload your interview notes, scores, and any decision records promptly for all candidates interviewed once the interviews have concluded.

	Hiring Manager
	View the Step-By-Step Guide

	
	
	✅ Upload identification documentation at interview for the successful candidate(s).

	Hiring Manager
	View the Step-By-Step Guide

	
	
	✅ Update candidate statuses on Jobtrain based on the outcome of your interviews.

	Hiring Manager
	View the Step-By-Step Guide

	
	
	✅ Complete the Jobtrain Offer Form for the preferred candidate(s).

	Hiring Manager
	View the Step-By-Step Guide

	
	
	✅ Notify the ERRS promptly that the interview process is complete.

	Hiring Manager
	View the Step-By-Step Guide
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	Checks
28 Days
	Pre-Employment 

	
	

	
	
	✅ ERRS issues conditional offer.

	ERRS
	

	
	
	✅ ERRS begins the candidate(s) pre-employment checks.

	ERRS
	

	
	
	✅ ERRS will flag any potential issues or cause for concerns identified during the pre-employment checks to the Hiring Manager.

	ERRS
	

	
	
	✅ Stay in touch with the ERRS.

	Hiring Manager
	View How to Stay in Touch

	
	
	✅ Prep for onboarding. 
	Hiring Manager
	View the Hiring Manager Top Tips
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	Finalise
3 Days
	Onboarding Issued 

	
	

	
	
	✅ ERRS completes pre-employment checks.

	ERRS
	

	
	
	✅ ERRS issue onboarding documents to candidate.
	ERRS
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