	Recruitment Initiation Form



All sections of this form must be completed. Incomplete forms will be returned, and may cause delay to your recruitment.
When complete, this form should be emailed along with the Advert, Job Description & Person Specification, and a screenshot of your CPR to recruitment@lewisham.gov.uk. Please ensure you provide the correct post number. If a post number needs to be created, you will need to contact your HR Advisor.

	
Hiring Manager details
	Hiring Managers name:
Sara Rahman
	Hiring Managers job title:  Director for Families, Quality & Commissioning
	Hiring Managers Post ID: D30006

	
	Contact name if unavailable: 
Marcia McKenzie 
	Hiring Managers Email address: sara.rahman@lewisham.gov.uk 

	Hiring Managers Tel no:
020 8314 8133

	





Job Details
	Job title:
Strategic Safeguarding Lead LSCP
	Post number: D31284

	
	Have you considered an apprentice for this role?
No
Please contact:  Apprenticeship Co-ordinator on Apprenticeships@lewisham.gov.uk
Tel: 0208 314 6452, if you require further info.
If no, what is your rationale: 


	
	Post number that role reports to:  D30006 

	Job title that role reports to: 
Director for Families, Quality & Commissioning

	
	Job type:  Full time
If term time only weeks per year
Choose an item. 
	Reason for role: New

	
	
	Grade: PO8

	
	
	Salary: £54,597 – £56,754

	
	Hours per week: 35 
	[bookmark: _GoBack]Corporate Permission to Recruit Reference number: See email from Hannah Irvine 

	
	Directorate: Children and Young People
	Team: Families, Quality & Commissioning

	
	Service Area: Joint Commissioning and Early Help
	Job location: Laurence House

	
	☒ Permanent		                     
☐ Temporary	(please state duration if temporary____________)
If temporary why: 

	Is this post subject to a DBS?
Yes

	
	
	No of roles:  1

	
	
	Politically restricted post    Yes


	
	
	Is this post subject to full Covid vaccinations
  No

	Recruitment Media & Advertising
N.B: As a minimum, all roles will be advertised on the councils website
*External media costings must be included in your CPR. If costings are not included, you will need to obtain CPR approval.
	Internal advert only
No
 (All posts Sc1-Sc5 must be advertised internally only in first instance.)
	Names of external - 
(please contact recruitment team for external publication costings)
Jobs Go Public (Basic Listing)


	
	Expenditure code for £150 charge
(advert & recruitment admin)
E01 E41353 E611500
	Expenditure code for payment of salary
E01 E41124 611000

	




Planning your recruitment
	
· Will you advertise on external media? Think carefully about whether you would like to advertise on other media sites. There is no guarantee that this will attract candidates and the price for these media sites can be costly. Choose media that covers a wider pool of candidates, rather than a specialist site. 

· Now that you are ready to advertise, it is time to think about shortlisting & interviewing. Once your advert has closed you will receive your shortlisting pack within 48 hours. Once shortlisting is complete, you should return this grid along with your interview booking form to recruitment within 5 days. We encourage you to block time out in your diaries to ensure you can meet that deadline.  

N.B: Please allow at least one week between arranging interviews and the interview date.  Be aware of candidate interview availability on their application form

· Will you be testing candidates? Have you decided on what type of test?  Or who will score? Will it be a presentation that candidates will need to prepare for? You need to ensure that any test meets the person specification requirements and provides you with additional information about the candidate’s skills.
 
· Think about the resources needed for interview. You may need additional help on the day (if interviewing face to face) to bring candidates from reception to interviews and/or help with testing. 

· Have a timetable ready; planning your recruitment in advance can prevent unnecessary delays. 

NB; Make sure that you attach the required documentation when returning this form.




