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Recruitment and Onboarding Step by Step Process

External Applicant – New Starter to Torfaen Council:-
	Step
	Step Description
	Who is Responsible


	1
	Request to advertise

	Manager

	2
	Create requisition/publish advert

	Recruitment Team

	3
	Web applicant – Apply online
	Applicant


	4
	Shortlisting and Interviews

	Manager

	5
	Complete Manager Notice of Appointment form and email to Contracts Team

	Manager

	6
	Applicant association (check the applicant is not already an employee with the Council

	Contracts Team

	7
	Applicant moves to onboarding stage

	Contracts Team

	8
	All job details to be checked in iFOR to generate conditional offer letter

	Contracts Team

	9
	Onboarding activation – applicant receives email inviting to onboarding portal
	Contracts Team

	10
	Pre-employment checks confirmed

	Contracts Team

	11
	Applicant to accept conditional offer and make their way through onboarding checklist
	Applicant

	12
	Summary of Onboarding Checklist

	Contracts Team and Manager

	13
	Completed onboarding – Email generated to notify Contracts Team and Manager
	iFOR System

	14
	Contracts and manager liaise to confirm start date and confirm satisfactory pre-employment checks
	Contracts Team and Manager

	15
	Contract and Written Statement of Particulars issue via onboarding portal
	Contracts Team

	16
	Applicant to accept using electronic signature

	Applicant

	17
	Notification of Acceptance generated
	iFOR System


	18
	New starter transferred to job in the iFOR system
	Contracts Team


	19
	Email generated to Payroll Team for attaching to Payroll for salary payment
	iFOR System

	20
	Payslip generated and checked for salary payment
	Payroll Team




Internal Applicant – Existing Employee with Torfaen Council:-
	Step
	Step Description
	Who is Responsible


	1
	Request to advertise

	Manager

	2
	Create requisition/publish advert

	Recruitment Team

	3
	Web applicant – Apply online
	Applicant


	4
	Shortlisting and Interviews

	Manager

	5
	Complete Manager Notice of Appointment form and email to Contracts Team

	Manager

	6
	Applicant association (check the applicant is an employee with the Council

	Contracts Team

	7
	Applicant moves to appointed stage

	Contracts Team

	8
	All job details to be checked in iFOR and conditional offer emailed to the employee

	Contracts Team

	9
	Contracts and manager liaise to confirm start date and confirm satisfactory pre-employment checks
	Contracts Team and Manager

	10
	Contract and Written Statement of Particulars 

	Contracts Team

	11
	Applicant to accept using electronic signature

	Applicant

	12
	Notification of Acceptance generated
	iFOR System


	13
	Employee transferred to new job in the iFOR 
	Contracts Team


	14
	Usual payroll processing applies
	Payroll Team
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