
The Appointments Process: Responsibilities and Sequence
For the majority of District and Group Appointed Roles

Line Manager + Applicant

Discussion about the 
Appointment / Role

Line Manager + Applicant

Line Manager

DBS Approved.

Inform Appointments Secretary 
and Training Manager of new 
Applicant so they can start to 

plan

Appointments Secretary Applicant + Training Advisor

Appointments Secretary + 
Applicant

Appointments Meeting
(if required)

AAC Panel
Make recommendation

(all new roles)

Appointments Secretary Training Advisor
DBS + References + ACC 
Recommendation are all 

satisfactory - Inform Applicant 
and Update Compass

Validate modules and update 
Compass record

Compass
Role status: Full

(Must be within 5 months from 
role start date)

Line Manager (or nominee) Applicant + Training Advisor

Invest the New Member 
or the Equivalent

Fulfill Training Obligations
(Must be within 3 years from 

role start date)

Process Steps with Lead Responsible Roles 

Formally start the process by 
creating a new membership 

record or role the DBS 
application and references if 

required 

Request References 
(if required) and schedule the 

Appointments meeting (if 
required)

Plan and complete 
Mandatory Training

+ 
Getting Started Training

Induction Process Induction Process / SL POR Jan 19 (simple)

For Details ref to the latest POR Appointments
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