
Status Description: 
AO to Build Shortlist Criteria

When you have approved your advert and the opening date has arrived, Employment Service Centre (ESC) will begin to send out application packs.  Meanwhile the status bar will change to ‘AO to Build Shortlist Criteria.’ 

The shortlist criteria must be completed before the closing date in order for you to view your application forms, this can be done as follows:

If you place your mouse over the individual button a brief explanation will appear.

· Highlight the recruitment plan and click on the ‘shortlist’ button on the   bottom right hand corner of the screen.

The following screen will now appear 
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· Click on ‘criteria,’ which will take you to the following screen. 

· In the left hand column you can select the criteria you wish to use by highlighting them and then clicking on ‘add.’

· If you wish to add criteria more specific to your post you can type it in the ‘add custom criteria’ box and then add them across.
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When completed, select ‘save’ so that changes to the criteria can be made at a later stage OR select ‘approve’ after which no further changes can be made.

By clicking on the ‘export matrix’ button on the bottom right of the screen you can download the matrix in a PDF file which can be printed off and completed manually.

You will not be able to view applications until the ‘approve’ button has been selected.

Status Description: 
AO Conducting Shortlisting

When you have approved the shortlist criteria the status on the Homepage will change to ‘AO Conducting Shortlisting.’
Highlight your recruitment plan and go to Shortlist on the bottom right hand corner of the homepage, the following screen will appear.
· Select the ‘matrix’ button from the screen below.
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The following screen will now appear.  
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· By selecting ‘view,’ next to the applicants’ name, you can look at the application form and CV if they have submitted one. You can also print them.
· By clicking once on the applicants name the following screen will appear allowing you to shortlist the applicant.

You can shortlist the applicants using a scoring method and by adding 

notes*
· Scores can be added here, notes can be added by clicking on the clipboard icon.
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When you have completed the notes, choose from the drop down menu next to ‘select status,’ whether you want to reject, reserve or approve the applicant for interview. Press Save.

· Shortlist any other applications, following the steps above.  

· Press ‘save’ in order to save the shortlisting that you have already done.

You will not be able to complete the shortlisting until after midday on the day after the closing date (this allows ESC time to scan in any applications received up until midnight on the closing date.) Not until after midday will the ‘Complete Shortlist’ button be enabled.
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· ERICa will inform you here as to when you can complete the shortlisting.

When you have completed the shortlist the following screen will appear asking you to state who conducted the shortlisting. You can copy the names over if they appear in the left hand column, if not click on ‘add’ to manually add the names. 

Highlight the name of the person who chaired the shortlisting and click on ‘set as chair.’
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Press ‘save’ to complete.

· The screen with Matrix, Criteria and Panel will appear

· Click on the back button to go back to the homepage

· Select the plan and either double click on it or click the interviews button at the bottom of the page

· You can then arrange your interview sessions (see next stages)

Status Description:     AO to set up interview sessions

When the shortlisting has been completed the status on the Homepage will change to ‘AO to set up interview sessions.’

On the Homepage, highlight your recruitment plan and select ‘interviews’ from the bottom right hand corner of the screen.  The following screen will then appear. (Please note the ‘setup’ button is now called ‘sessions’)
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You will need to set up your interviews before arranging the interview times; this can be done by selecting ‘sessions’ from the above screen, which will take you to the following window.

NB: You MUST go into the ‘arrange’ button and enter the interview times – failing to do so will mean your interviews letters will not be sent.
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Interview Date*:
By clicking on ‘no date set’ box you will be able to select the interview date from the calendar.

Venue*:
Type in the full address of the venue including the postcode.

Report to *:
ie Colin Brown at Reception.

Interview Details:
If there is to be a presentation or test as part of the interview process, details can be added here. Please also add what equipment will be available.

You will also need to state who will be on the interview panel. If the name appears in the left hand column, highlight them and select ‘attended’ to add them to the right hand column. If the name does not appear select  ‘add’ and manually type in their names.  

You will also need to ‘set the chair’ for the interviews by highlighting the name of the interview chair and clicking on ‘set as chair’. 

Press save to continue.

If you would like to conduct the interviews over more than one day, go back to ‘setup,’ select add and repeat the process.

When you have completed setting up the interview venue the following window will now appear. Select ‘arrange.’
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You will now be able to select the interview times for each candidate.
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If your interviews are taking place over more than one day, select the date from the drop down menu.

Arrival Time:
Type in a time if you would like the candidate to arrive earlier.

Interview Time*:
Type in the interview time (ie 2pm).

Invitation Sent:
For ESC Use

Accepted:
For ESC Use. However, by viewing this screen at a later date you will be able to check the candidates’ attendance; Yes meaning they will attend and No meaning they are not attending.  There are also options where HR will state ‘no answer’ or ‘left message’ if applicable.

Press ‘save’ when completed.

ESC will now send out the interview invitations, pre-interview regrets, request references and email panel files.

Status Description:
AO to build interview criteria

The status bar will now state ‘AO to build interview criteria,’ this should be completed before the interviews take place.

Highlight your recruitment plan and go to ‘interviews’ on the bottom right hand corner of the homepage. Select ‘criteria’ from the following screen.
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The following screen will appear and you need to add the criteria by which you will be interviewing the candidates with. By typing in the ‘add custom criteria’ box you will be able to type and then add across the criteria you wish to use.
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When completed, select ‘save’ so that changes to the criteria can be made at a later stage OR select ‘approve’ after which no further changes can be made.

Status Description:    AO Conducting Interviews

After the interviews have taken place you will need to view the successful applicants references before offering the post to them. Job offers cannot be made subject to references. It is advisable to have at least 2 references before making a job offer.

To view references you will need to:

· Highlight your recruitment plan on the Homepage and go to ‘interviews’ and then ‘arrange.’

· The applicants names will be listed down the left hand side, click on ‘view’ next to the applicant you wish to appoint, if there are references available you will be able to view and print them off.  If no references have been received, contact your Employment Services Assistant (ESA) who will chase them up.
After the interviews have taken place you will need to complete the interview matrix.

· Highlight your recruitment plan on the Homepage and go to ‘interviews’ on the bottom right hand corner.

The following screen will appear. Select ‘matrix.’
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The following screen will then appear.  By clicking on the applicants name you will be able to add the interview notes or by clicking on ‘view’ you can open the applicants application form and print if necessary.
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· When you select the candidates’ name you will be taken to the following window, where you can add the interview notes* by clicking on the clipboard icon, you also have the option to add scoring as well.
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· When you have finished adding the notes choose from the ‘Select Status’ drop down menu either reject or approve appointment. Then press save.

· Complete this process for every interviewee.

· When you have completed this process for every interviewee the matrix will be similar to the screen below.
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To save the changes press save so that you can make amendments at a later date OR press complete interview after which no further amendments can be made.

Not until you have pressed complete interview will you be able to progress with offering the post on ERICa.

Status Description:
AO to finalise offer details

Before you make a job offer it is important that you have received at least 2 references for the candidate.  Job offers cannot be made subject to references.

· To view the references highlight your recruitment plan and when you click on offers (bottom right hand corner of the screen) a window similar to the following will appear.
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· To view references click on ‘view,’ if references have been received they will appear in a pop up box and you will have the option to open and print them off.  If the pop up box states that no references have been received at this time, contact ESC and an ESA will chase the references for you.

By clicking on the applicants name the following box will appear requesting the following information

[image: image19.png]Fle Edt View Favortes Took Help

A ERICa| ao| offers |HRFC IR A Brown - Microsoft Internet Explorer

=181|

Back  fousd | Stop  Refresh Home | Search Favortes Meda

History

Mal o EdE

=
« .5 D @B 4|8 @ @ 3| B I B

ttess [ .o, s o frsinde ety snuseo—7e7s

B

ks ]custonize Lnks&]Fres Hotmal & ]Windows Meda & |windows _ &1 Anglis Support Partrrship

home a0 menu,_templates_my detas logout

ERICalao|offers|HRFC|R A Brown

INHS|

Logged n as Helen Burgess

start date:” nodste st | Clear

starting salary:

starting allowances:

ek <erovins | o>

Eoone

Astart || Bl &1 ®1sl[E1e. @14 Ble] mIN| el el ma]

[Joeston Gy Dacuments

[ [ memet
]y Douments »[@HEA 145





Start date *:
By clicking on ‘no date set’ you can select the date the candidate will commence employment

Starting salary*:
Type in the agreed salary details

Starting Allowance:
If the post has allowances payable please state them in this box

NB: if you are not in a position to enter the above details at this stage please 

enter ‘dummy’ information to enable the conditional offer letter to be generated 

by the ESA.

Press ‘save’ to continue or if you’re appointing more than one candidate press ‘next’ to repeat the above process.

You can now show you have viewed the references by choosing ‘yes’ from the drop down menu under references ok*.
You will have received in your Interview Panel pack a Candidate Appointment Form (CAF) there is also one on pages 12-13 of this document. As well as completing the information on ERICa, as explained on the previous page, you will also have to complete the CAF and return it to ESC either by email, fax or post as soon as an offer has been verbally made to a candidate.  

A ‘pop up’ reminder will appear when you save the final offer details to remind you.

This form is needed for audit purposes and the offer process and contract will be delayed if it is not sent to Human Resources. Please ensure that all the fields have been completed, failure to do so will result in contracts being issued after the candidates start date.

Using the information you have stated on ERICa and/or on receipt of the Candidate Appointment Form, ESC will then send out a conditional offer letter to your appointed candidate(s) enclosing an Occupational Health questionnaire.  When the Occupational Health clearance has been received either ESC or the Occupational Health department will notify you.

If your post is subject to a Fast Track CRB check, Enhanced CRB or Work Permit the final offer will not be sent until Occupational Health and any other pre employment clearances have been received.

The status will then change to ‘Awaiting OH Decision’

Status Description:
HR Send Final Offer
When the occupational health clearance has been received the status bar will state ‘HR send final offer.’  

Not until all pre-employment checks have come through should a start date be arranged with the candidate.

When ESC send out the final offer letter, the letter will also be emailed to the Appointing Officer to keep for their own records.

Please inform your ESA of the agreed start date as they will then be able to prepare a contract and personal file ready for the candidates expected start date.

The status will then change to ‘HR to complete post’. This is for ESA only.

nb: where HR is referred to this means the Employment Service Centre or Employment Services Assistant

CANDIDATE APPOINTMENT FORM

IT IS IMPORTANT THAT YOU COMPLETE THIS FORM IN FULL SO THAT A CONTRACT CAN BE PREPARED

POST DETAILS

	Employing Organisation
	

	Post reference number:
	

	Post title:
	

	Successful Candidates Name
	


* PRE APPOINTMENT CHECKS

	
	Yes
	In Progress
	No

	References are received & satisfactory
	
	
	

	Occupational Health clearance required
	
	
	

	Criminal Records Disclosure Identification form attached 
(with documents)
	
	
	

	Fast Track Criminal Records Disclosure required
	
	
	

	Enhanced Criminal Records Disclosure required 
	
	
	

	Employee to commence employment prior to satisfactory enhanced CRB disclosure received
	
	
	


* SPECIAL CONDITIONS

	
	Yes
	No

	Professional Registration
NMC

evidence required:
HPC


GMC


GSCC


OTHER 
(please state)
	
	

	Work Permit required
	
	


CANDIDATE DETAILS  - please ensure all the boxes below are completed
	Offer:
	Verbal Offer made?
Yes/No



(Please delete as appropriate)

	Contract Type:
	Permanent


	Fixed Term (state length)


	Term Time
	Annualised

Hours

	Start Date: (if known)
	

	Based at: FULL ADDRESS
	

	Normal place of work:
	

	Department:
	

	Hours**:

(state hours)


	Full Time
	Hours per day (
	Part Time

	** Members of staff who have joined the Trust from an NHS employer in Norfolk, Suffolk or Cambridge with a break of 3 months or less will have their hours protected under the Agenda for Change national agreement (see Agenda for Change NHS Terms and Conditions Handbook for further details). Please specify if this applies to your candidate.


	Band and Spine Point:
	

	Commencing Salary:
	


	Any special instructions on 1st day
	

	* Send contract to:

(Appointing Officer name and address required)
	


	* Verbal post interview regrets actioned:
	Yes/No
(Please delete as appropriate)

	* Please state if regret letter is to be sent and enter the name/s below:


	Yes/No

(Please delete as appropriate)


	Candidate Name
	Candidate Name

	
	

	
	

	
	

	
	

	
	


	
Appointing Officer


	Sign


	Print Name
	Title
	Date

	* Contact Telephone Number



	
	
	
	

	* Dismissing Officer 


(Appointing Officers Line Manager)
	
	
	Needed for contract completion
	


Note for HR – Before filing, attach copies of :-

· CRB clearance, OH clearance, Registration checks

* MANDATORY 
These sections of the form MUST be completed in order to progress the necessary paperwork

(
Members of staff with a normal working pattern of 7.5 hours per shift/working day calculate their annual leave entitlement in days.  However, if a member of staff’s working pattern is not 7.5 hours on each occasion, annual leave will be calculated in hours regardless of whether they work full or part time to prevent staff on these shifts/working days receiving greater or less leave than colleagues on standard shifts/working days.

* Shortlisting notes are mandatory


* Mandatory fields








* Mandatory Field


* Notes are mandatory
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