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	ORGANISATION
	[Organisation Name]

	TEMPLATE VERSION
	Version 1.0

	REPORTING PERIOD
	[e.g. FY 2026 / Q1]

	MAINTAINED BY
	[HR / Talent Acquisition]

	REVIEW FREQUENCY
	[Monthly / Quarterly]

	SCOPE
	[Teams / locations covered]


How to use this tracker
Tracking a small set of recruitment metrics consistently helps you understand how well hiring is working - how quickly roles are filled, how much they cost, where good candidates come from and whether your process is fair and effective. Measured over time, the numbers reveal trends and highlight where to improve.
Use the definitions in Section 03 so everyone calculates each metric the same way, record activity in the vacancy tracker as roles progress, and summarise the results each period. Add or remove columns to fit your applicant tracking system and reporting needs.

SECTION 01
Purpose and Scope

This tracker provides a simple, consistent way to capture and review recruitment activity and performance. It is designed for HR and hiring teams to monitor efficiency, cost, candidate experience and the fairness of the selection process, and to support evidence-based decisions about where to focus improvement.
Record data as vacancies progress rather than retrospectively, and agree in advance who is responsible for maintaining the tracker and how often it is reviewed.




SECTION 02
Key Metrics Defined

Use consistent definitions so figures are comparable across roles and periods. Adapt the calculations to reflect the data available in your systems.
	METRIC
	DEFINITION
	HOW TO CALCULATE
	WHY IT MATTERS

	Time to hire
	Days from vacancy opening to offer acceptance
	Offer accepted date - vacancy open date
	Process speed

	Time to fill
	Days from vacancy opening to start date
	Start date - vacancy open date
	Workforce planning

	Cost per hire
	Average cost to fill a role
	Total recruitment cost / number of hires
	Budget and ROI

	Applications per vacancy
	Volume of applications received per role
	Total applications / vacancies
	Attraction reach

	Offer acceptance rate
	Share of offers that are accepted
	Offers accepted / offers made
	Offer competitiveness

	Source of hire
	Channel that produced each hire
	Hires by source / total hires
	Channel effectiveness

	Early retention
(6 month)
	Hires still employed at six months
	Retained at 6 months / hires
	Quality of hire

	Pipeline diversity
	Representation at each selection stage
	Group at stage / total at stage
	Fair, inclusive hiring



SECTION 03
How to Maintain the Tracker

-  Open a row in the vacancy tracker as soon as a role is approved, and update it at each key milestone.
-  Record dates in a consistent format so time-based metrics calculate correctly.
-  Capture the source of each application and hire to understand which channels work best.
-  Summarise the results at the end of each reporting period and compare against previous periods and any targets.
-  Keep individual candidate data secure; use aggregated, anonymised figures for reporting.
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SECTION 04
Vacancy Tracker

Record one row per vacancy. Update as each role progresses through the process.
	REQ / ROLE
	DEPT
	DATE OPENED
	DATE FILLED
	TIME TO HIRE
	APPS
	INTERV.
	OFFERS
	SOURCE
	STATUS

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 



SECTION 05
Period Summary

Summarise performance for each reporting period to track trends over time.
	PERIOD
	VACANCIES OPENED
	VACANCIES FILLED
	AVG TIME TO HIRE
	COST PER HIRE
	OFFER ACCEPT %
	6-MTH RETENTION %
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SECTION 06
Selection Funnel

Track how candidates move through the process to identify where the strongest drop-off occurs and whether the funnel is working as intended.
	STAGE
	NUMBER
	CONVERSION TO NEXT STAGE

	Applications received
	 
	 

	Shortlisted
	 
	 

	Interviewed
	 
	 

	Offered
	 
	 

	Hired
	 
	 



SECTION 07
Diversity Monitoring

Monitoring representation at each stage of the process helps identify and address any barriers to fair and inclusive hiring. Collect this data separately from selection decisions, on a voluntary basis, and report it only in aggregated, anonymised form.
-  Compare representation at application, shortlisting, interview, offer and hire stages against your applicant pool and workforce.
-  Look for stages where representation drops noticeably and review the criteria or process at that point.
-  Handle all diversity data in line with data protection law and your privacy notice.
-  Use the insight to improve advertising reach, selection criteria and interviewer training - not to set quotas.

SECTION 08
Reviewing and Acting on the Data

-  Review the metrics each period with the relevant hiring managers and agree actions where performance is off track.
-  Interpret figures in context - a single number rarely tells the whole story; look at trends and combinations.
-  Set realistic targets or benchmarks where helpful, and revisit them as the organisation changes.
-  Share headline results with stakeholders to demonstrate the value and fairness of the recruitment process.

Data protection note: recruitment and diversity metrics often involve personal data. Collect only what you need, store it securely, retain it no longer than necessary and report it in aggregated form, in line with UK GDPR and your privacy notice.
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