
    Alternative Employment Programme Process Flowchart 

 

Employee completes  
Employee Preference form 

Manager completes  
Managers Authorisation form  

Employee meets one of the 5 criteria 
for placement onto the AEP 

Submit all forms to the HRSC – 
hrservicecentre@cumbria.gov.uk 

Employee is added to AEP and can be 
considered against future vacancies 

Employee ‘match’ identified to a new 
vacancy by HRSC team.  

Employee informed by email and given 
2 working days to confirm their interest 

and complete application form 
demonstrating how they meet / 

reasonably meet the role specification 

Application(s) put forward to recruiting 
manager for shortlisting. Must be 
completed and returned with an 

interview date within 10 working days. 

If not interested employee 
must provide a reason for not 

applying 

Normal recruitment process continues 
from here. Shortlisted candidates 

interviewed and an appointment made 
if there is a suitable candidate 

If any candidates not 
shortlisted the recruiting 
manager must provide 

detailed reasons for this on 
the AEP shortlisting form 

Vacancy details submitted to HRSC.  

If no suitable candidate(s) 
proceed to internal recruitment 


