
Westmorland and Furness Council – Candidate Booking Process
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Vacancy Need Identified 

by Hiring Manager and 

approved by AD

Hiring Manager to contact Caitlyn West 

(Account Manager) via email; 

caitlyn.west@hclworkforce.com, or 

westmorlandandfurness@onehcrg.com

, or via telephone 07954 115867 and 

send part 2 of the business case
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Compliance pack 
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Hiring manager to 

review and sign off 

compliance

Start date for 

candidate 

confirmed

Create a ticket on the HR 

Admin portal. Attach the 

business case, IR35 

assessment and Status 

Determination statement and 

include the category code (also 

request contract of services for 

self employed)

Induct the new 

starter into the 

organisation via 

Induction process

Individual starts in the role

HCRG manage 

booking and timesheet 

process for individual
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