
Clergy Recruitment Flow Chart 
Vacancy arises

Details sent to Bishop’s 
Office/Archdeacon’s Office 

& HRO advised

Archdeacon meets with PCC 
for Parish Profile

PCC and Archdeacon 
determine recruitment 

medium – website, 
Pathways, Church Times

Information pack produced 
by Bishop’s 

Office/Archdeacon’s Office
Role Advertised via HRO

Applications received to 
Archdeacon’s Office/Bishop’s 

Office
Shortlist created

Confidential declaration sent 
by the office of shortlist 

creator and returned

Interviews undertaken 
(taken up by Archdeacon’s 

Office)

CCSL Reference & episcopal 
references taken up by 

Bishop’s Office 

Interviews undertaken with 
Parish Reps & Archdeacon 

and may include Bishop

Formal Offer made by the 
Bishop and acceptance 

received 

Unsuccessful candidates 
advised by Archdeacon’s 

office

DBS Sought by Bishop’s 
Secretary and certificate 

seen 

Installation and Licence

HRO prepares Statement of 
Particulars

If a Confidential Declaration Form and/or DBS Certificate are returned with a disclosure please contact the Diocesan 
Safeguarding Advisor

NB. The Archdeacon will 
maintain a list of 
interested known parties 
with an informal interview 
taking place before formal 
application.


