
Recruitment and induction for research
For research leaders at the University of Edinburgh recruiting to their research projects or teams
This resource aims to support research leaders to navigate the recruitment and induction processes at the University of Edinburgh when recruiting researchers to their team. The guide will signpost to key guidance, procedures and people you need to speak to at Edinburgh University, and highlight key considerations for recruiting researchers (Postgraduate Researchers and Postdocs).
Follow the steps below to get started, or skip to the section you need.
Step 1 – Develop a recruitment strategy
Before you begin your recruitment, you will need to develop a recruitment strategy. The purpose of a recruitment strategy is to recruit the right roles at the right time to make the team as effective as possible and achieve the desired goals.
The first module of the FLFDN recruitment toolkit has support for developing a recruitment strategy, including helpful downloadable word documents and examples.
· Go to FLFDN recruitment toolkit
Top tips for research
How long will it take? Recruitment can take a lot longer than you anticipate, especially when doing it for the first time. Plan well ahead and speak to Human Resources (HR) or Graduate School teams to find a realistic timescale and any stipulations on things like how long approvals take or how long a job must be advertised for (e.g. to be open to candidates from overseas). Schedule regular check-ins into your diary to keep on top of everything. If your post is externally funded, it is important to recognise that funders may bring their own set of recruitment requirements, which could impact on the timeline. For example, they may wish to review and approve the successful candidate's CV before they will agree to fund their appointment.
Think ahead about recruitment costs: Include costs for the recruitment process when writing the budget for grant proposals. You may need to pay for travel for in-person interviews, refreshments, advertising.
Do you need to recruit? Before beginning the recruitment process take a moment to look at other options available to you. For example, using the skills of existing team members differently, up-skilling existing staff or redistributing tasks. 


Step 2 – Organise your training
At the University of Edinburgh there is mandatory training available for recruitment. 
Before you start the recruitment process, ensure you have completed the mandatory training:
· Getting Recruitment Right - An online training course to provide you with a framework for recruiting lawfully, fairly, and effectively.
· Inclusion Essentials at Edinburgh - An online course that explains equality, diversity & inclusion and how key legislation applies in practice.  
· Understanding Unconscious Bias - An online course designed to increase awareness of unconscious bias in the workplace. 
Further information on recruitment training is available from HR.
For PhD recruitment:
· Fundamentals of PhD supervision - This course is mandatory for all new PhD supervisors at the University and includes guidance on recruitment and selection of PhD students.
All courses are available on People & Money.

Step 3 – Follow recruitment procedures
Once you have developed your plan and done the necessary training you are ready to write your job description and get the job advertised. HR have comprehensive guidance for the recruitment process, as well as guidance on diversifying recruitment for inclusion. 
· HR recruitment guidance
· Diversifying recruitment guidance
Top tips for research
Speak to other colleagues in your School to get advice and to talk the role through with experienced colleagues or other stakeholders, such as collaborators or existing members of your research group, who may have an expectation of the role. 
Funding: The ideal scenario is to define your role and then apply for appropriate funding. However, this doesn’t always happen. If you find yourself in a position where you already have your funding, you need to figure out what you can afford and make sure that you recruit to that role – don’t employ someone at a level that you can afford and then expect more of them. Speak to experienced colleagues and HR if you are unsure.  
Naming individuals on research grants: If you have an existing postdoc who you work well with and is ideally suited to the project, then this can be a good option as it expedites the recruitment process and enables a project to get started much quicker. However, it is worth reflecting on whether the person is absolutely right for the role before taking this approach and whether there are any detrimental impacts. Consider if your funder allows you to have a researcher co-investigator (or project co-lead) on the grant, and will being named on your grant disqualify them from fellowship applications? Some fellowship schemes are only for researchers with no prior grants in their name.

Step 4 – Get expert support
When recruiting to your team there is a lot to take in, so make sure you find out who can support you locally with recruitment and induction. To find out who else can offer advice and support, explore the options below.
Human Resources (HR) Team
The HR Team can tell you more about the process and timescale for recruiting staff. 
· HR helpline - The HR Helpline team is here to provide support to University of Edinburgh employees.  As the first point of contact, the team will offer assistance to all queries. Where further support is needed, the team may pass on the questions to employees within HR who can best provide solutions.
· There will usually be college HR advisors in your who will be able to assist you. It is essential that you know how to contact them, as they will often be the best placed to assist you and know about localised procedures.
· University sponsorship - If you are recruiting from an international market, you may need to sponsor the successful applicant. There is specific Home Office criteria to be met when doing this.   
Postgraduate Research (PGR) Teams
The University of Edinburgh has several PGR Teams within each College or School who will be able to tell you about the process and requirements for recruiting PGR students. For an overview of the structures, Doctoral Training Centres and other support available, see the Doctoral College.
Edinburgh Research Office
The Edinburgh Research Office can help you identify funding streams and how to apply for them, including costings. 
· Budgets and costings for support with costs of recruitment in funding applications.
· Local funding specialists will be able to assist you with considering costings for recruitment and hiring into your research budgets.
Edinburgh Global and Immigration Services
You may need specialist advice on recruiting people from overseas, particularly if visas are required or you’re working in a sensitive research area, where there may be restrictions on who is allowed access to certain types of work.  
· Skilled worker visa has information on staff visas applicable for staff who are sponsored by the University.
· Student immigration service provides guidance for staff working with non-UK students on immigration. Under law, immigration advice can only be provided by properly trained and regulated advisers.
· Student immigration information for staff for further advice and support.
Equality, Diversity and Inclusion
Further support for EDI is available.
· EDI central support with support for inclusion, diversifying recruitment and more
· College of Medicine and Veterinary Medicine EDI information
· College of Science and Engineering EDI information

Step 5 – Induction and setting expectations
Information for inducting researchers 
· HR Onboarding - for researcher staff and for managers, including useful checklists.
· Research staff hub - Information for researchers new to a research staff role, new to University of Edinburgh and/or new to the city of Edinburgh. Includes induction for new postdocs.
· Code of Practice for Supervisors and Research Students - Guidance for postgraduate research supervisors and students on roles and responsibilities and the student-supervisor relationship. Includes information on annual progression reviews, thesis preparation and assessment, and absences and concessions.
Setting expectations
Creating a set of induction materials for new students and staff are an efficient way of on-boarding new members to your team and clarifying expectations, particularly if you have a high or frequent turnover. Having on-boarding procedure and guidance for new group members can lead to a happier and more productive working environment.
· Create your own handbook - examples, templates and guidance for creating your own group or lab handbook to support induction and on-boarding to build positive cultures.
· Thinkwell: Resources for research supervisors - Hugh’s Kearns website provides some useful tools for induction and agreeing expectations with PGRs. In particular, a downloadable Things to Tell New Students PDF with practical induction checklist that can also be adapted for use with staff.
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