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2.1
GUIDANCE ON PLACING AN ADVERT
The Recruitment & Retention Consultancy can place your advert either internally with the council or externally, in your chosen publication, through our preferred advertising agency.  Adverts should not be hand written or typed but word processed and e-mailed to the team at vacancies@croydon.gov.uk 
2.1.1
Internal Advert

Appointments are placed in the Council’s Vacancy Bulletin, which comes out every Friday and is circulated widely including being posted on the internet. 

School Action

	Email the final version of the advert to the Recruitment & Retention Consultancy at vacancies@croydon.gov.uk  by 4pm the preceding Monday.


These adverts are free to those schools buying into the HR Service Level Agreement.  Guidance on the format for Internal Vacancy Bulletin can be found in #Section 2.3 of this chapter.
2.1.2
External Advert

External adverts are placed through our preferred advertising agency, with whom we have negotiated a discount which is passed on to the school.  The Recruitment & Retention Consultancy will check the details of your advert before forwarding it.

School Action

	Email the completed Advertisement Order Form (which can be found in the Forms section of the HR Website) and draft advert text to the Recruitment & Retention Consultancy at  vacancies@croydon.gov.uk  .


Guidance on copy deadlines for various publications are contained within the Croydon Media Guide. Failure to meet these deadlines will result in adverts not being placed on the preferred publication dates.

2.2   
GUIDANCE ON COMPLETING THE ADVERTISEMENT ORDER FORM


Contact details:
This section is to be completed by the Recruitment & Retention Consultancy.


School Details:
This section is to be completed by the school


  Advert Style:
This section is to be completed by the school.
Style - There are various styles available, dependant upon the publication, but the most common styles are:
Linage -  A column of text with no graphics.

Semi-display - Similar to linage, but with a line at the top and 

bottom of the text to separate it from other adverts.

Display - The advert is enclosed in a box as a stand along advert.

Display is the most expensive - however, a linage or semi-display advert cost depends on the amount of words used. 

Please note – Not all publication offer the option of semi-display therefore it is worth checking if your preferred publication does.
Composite - Check this if you wish to place more than one advert together in a “composite box”

Colour
 - Check this if you wish your advert to appear in colour.

Additional Logos - If you wish any logos (in addition to the Council’s established corporate logos) please check this box and attach a high resolution copy of the logo to your email.  

Is Creative/Digital Design input required? 

Do you require your advert to be copy written?
Have you had difficulty in filling this post in the past and would like some assistance/advice? 

Check the relevant box if you wish the advertising agency to provide this service. (Please note that this will increase the overall cost of the advert). 

Media Preferences:     This section is to be completed by the school
Online & Press Publication(s) 
Insert the name of the Publication(s) you wish the advert to appear in.

Insertion Dates
Insert the date(s) you want the advert to appear. (See the Croydon Media Guide for individual publication dates and deadlines)
Classification 
Define the section of the publication in which you wish the advert to appear if applicable.

Other Instructions:     Insert details of any special requirements.
2.3
GUIDANCE ON FORMAT FOR INTERNAL VACANCY BULLETIN 
The following information should be included in any advertisement

a) 
Details of Post  - Please specify:
Post title

Full or part-time 
Fixed term if not permanent 

Employment period if fixed term

Any other information e.g. term time only.

Number of posts if more than 1

Please remember - Job Titles should be used consistently 

b)
Name, address and telephone number of School
c)
Hours if not standard full time.

d) Grade / Salary - Please specify:

i)
The start and finishing salary put "pro rata" after full salary for part time posts.
ii)

The grade of the post (if applicable) 

iii)
 
 Any other allowances
Please remember - Where stating hourly rates, include, “(paid monthly)”.

e)
Reference, if any.

f)
Body of advertisement. 
If a job is not suitable for job share, this must be stated. 

There is a statement on equal opportunities and that C.V.s are not accepted on the front page of the Guidance Notes for Job Applicants, which is sent with application forms. Therefore this does not need to be included in the body of the advertisement.

g)
Put details of where to reply to.  

Note ‑ e‑mail addresses should all be in lower case but not underlined.  

h)
Dates  

Please specify the date the post is tenable from and the closing date for applications. 

It is also advisable to provide provisional dates for short listing and interviews.

2.4 APPLICATION FORMS
There are separate Application Forms for Teaching or Support Staff posts and it is important that applicants are given the correct form.  They are : 

· Job application Form (Non-Teaching) 

· Job Application Form (Teaching)

In addition, all applicants should also be given the Job Application Equal Opportunities Form All three of these forms can be found in the Forms section of the School HR website at www.croydonhr.co.uk . 
2.5
ADVERT/ RECRUITMENT CHECKLIST  (For School Use Only)
Advertisement

Before emailing the advertisement to vacancies@croydon.gov.uk , check the following;

( Selection Panel prepare or update Role Profile and Person Specification.

( If this is a new post, has it been job evaluated to determine the correct salary?

( Complete the advert order form and advert (email a copy)

Ensure you have provided:

( Publication(s); preferred date and style specified on order form

( School contact details

( Job title

( Correct scale and salary (consult HR if unsure)

( Hours per week

( Closing date

( Tenable from

( Contact name for application queries

Recruitment

( All application forms have been completed in full and signed by the applicants.

( Short-listing and interviews held.

( Contact successful candidate(s), agree a start date and confirm their

 
date of birth and National Insurance Number if not yet known.

( Confirm salary and hours with successful candidate(s).

( Inform unsuccessful candidate(s).

( Ensure references received for successful candidate(s). One of these must be from their current or most recent employer.

( Make sure candidate(s) complete the following:


( Health Statement


( CRB Form


( Bank Details Form

( Check candidate(s) entitlement to work in the UK.
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