Pre Employment Recruitment Process for Internal Candidates 

Flow Chart
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Pre Employment Recruitment Process for EXTERNAL Candidates Flow Chart

[image: image1]

































NOC, VMF and Reference from current line manager

















No





Is it moving from non-EPP to EPP work or will they be undertaking renal dialysis or filtration?








No





       Yes





Are they an existing member of the PVG scheme with membership for the Adult branch but the new post requires Adult and/or Child (or visa versa) or are they moving to a post where PVG is required and they are currently not a member?








Is it moving from non-EPP to EPP post or undertaking renal dialysis or filtration?





NOC, VMF, Occupational Health Check if required, Reference from current line manager and


PVG check for the relevant branch








Yes





NOC, VMF, Occupational Health Check, Reference from current line manager
































Is it a promotion or acting up arrangement?








NOC, VMF, Occupational Health Check and Reference from current line manager


 








No





Is it within the same ward / dept?





NOC with VMF attached and Reference from current line manager





Yes





Yes























No





Yes





Is the post the same job title and/or band as previous post (e.g. bank, increase in hours or change in tenure)?





No








NOC, VMF and Reference from current line manager





No





Yes








NOC, VMF, Occupational Health Check, Reference from current line manager and


PVG check for the relevant branch if required 








No





Yes





Is it within the same ward / dept?





Yes





Is the post within the same job family?








Issue Existing Member Application Form with Scheme Record Update Selected








Additional Checks for all EXTERNAL candidates: 





-	Occupational Health Check which  


                must include an assessment of 


                whether EPP/haemodialysis/  


                haemofiltration are hazards of the job  


                and the appropriate boxes checked on 


                the R9 form 





-	References covering a minimum 3 	year period including most recent 	employer





-	Verification of Identity 





Are they a member for the correct branch (Adult, Child or Both)?





Does this post require PVG?





YES





NO





Is the candidate an existing member of PVG?





YES





NO





Does the post require a Standard Disclosure Check?





YES





NO





New PVG Membership application to be issued





YES





NO





Disclosure Scotland form to be issued





Issue Existing Member Application form with Scheme Record selected





Has the candidate been overseas for 3 months or cumulative total of 6 months or more?





NO





YES





Additional reference and overseas check required





Is this post a driving position?





YES





NO





Check driving licence





Does this post require registration?





YES





NO





Is the candidate from the UK, EEA or EC?





YES





NO





Registration Check Required





Check documentation confirming entitlement to work in the UK
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