
Creating a Recruitment Plan on ERICa

Before creating a recruitment plan it is essential that the Appointing Officer (AO) has nominated a delegate to oversee the recruitment process in the AO’s absence.  It will be necessary, therefore, for the delegate to also register prior to a Recruitment Plan being set up.

The following icons are located next to every field throughout the recruitment plan:
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    This envelope will flash if a note has been sent from Human Resources and by clicking on it, the note can be viewed and replied to if necessary.
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 By clicking on the help icon, advice is given as to the information, which is required for that specific field.
                                                                                                                                   

Double click on the Internet Explorer icon and to access ERICa type in the following address: http://nww.erica.asp.nhs.uk/
Log in using your username and password, then go to:

(AO menu

(Create new recruitment plan

The following screen will now appear.  
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If your new recruitment plan is based on a plan previously advertised on ERICa by you, you can choose it from the drop down menu ‘recruitment plan based on’. 

ERICa will then automatically issue it with a new recruitment plan name. 

You will then be able to look through the plan, make amendments where necessary and submit to HR for approval

OR

If your plan is not related to a previously advertised post you can type in the new RP name in the second text box and follow the next few stages.

Recruitment 

Plan Name:
Can either be the job title or something related to the vacancy. If you’re advertising for more than one post, which has the same job title, you may want to number the recruitment plan names.



(Create


You will then be asked to confirm that you want to create this recruitment plan



(OK


You will now see a new window with 13 tabs across the top.  You will need to click on each of the tabs and complete the fields to complete a recruitment plan. See below.
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All fields marked with a red asterisk * are mandatory and therefore need to be completed.

Details on how the tabs can be completed are now outlined in the next few pages.

1. Select the ‘Delegate’ tab and fill in the fields as follows:

To search for a delegate put their surname into the ‘Search’ box, you can add more than one delegate for your recruitment plan.  If you cannot find your delegate using the search function this may mean that they haven’t registered on the system.

If you would like your delegates to be informed of all the changes that are made to this recruitment plan, you will need to highlight their name and click on ‘notify’ to undo this click on ‘don’t notify.’

Click on ‘next’ to go to the Personnel tab or ‘save’ if you want to go back to the RP at a later date.

2. Select the ‘Personnel’ tab and fill in the fields as follows:

Search for AO:

For HR use

Select AO:


For HR use
Search for HR 

Assistant:


For HR use

Select HR Assistant:

For HR use

Click on ‘next’ to go to the Post tab or ‘save’ if you want to go back to the RP at a later date.

3. The next step is to fill in the Post details

The following screen will appear.
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Internal Post:
Select yes or no to confirm if this post is to be advertised internally only or not.

Organisation:
From the drop down menu choose the organisation that the vacancy will come under.

Post ref:
For HR use

Vacancy is an 

existing Post:
Choose either ‘yes’ or ‘no’ from the drop down menu. 

If the answer is ‘no’


(Post Title:
type in the post title

If the answer is ‘yes’


(Search for post: type in post title and click on ‘find’


(Select post: choose from drop down menu

(If your post is not listed, amend to ‘no’ and type in the post title.)


CRB required:
Select yes or no (CRB clearance is required for staff who may come into contact with children or vulnerable young adults as part of their job.)

Certification required:
Select yes or no (This applies to medical staff who may need to confirm their registration with a professional body)

Click on ‘next’ to go to the Advert tab or ‘save’ if you want to go back to the RP at a later date.

4. The next step is to fill in the advert details

Application type:
Choose between Standard or Medical depending on your post.
Post summary/
This is a mandatory field, where you can type in your advert 

advert text .
text.  The text that you write here will appear on our website and in external publications if requested, it therefore needs to be informative and descriptive of the post being advertised (*This should only include the advert text.  The salary, base and grade are picked up elsewhere in the Recruitment Plan)

Informal contact:
Enter an informal contact name, telephone number and email address (optional) for candidates to contact.  These details will appear on our website and in any external publications if requested.
Click on ‘next’ to go to the Uploads tab or ‘save’ if you want to go back to the RP at a later date.

5. The next step is to complete the uploads section
Job description:
Click on the ‘upload’ button to browse for your job description and then press upload. You can then use the ‘view’ button to view your job description or press ‘remove’ to remove the job description and attach another one if necessary.

Person Specification:
Click on the ‘upload’ button to browse for your job description and then press upload. You can then use the ‘view’ button to view your person specification or press ‘remove’ to remove the person specification and attach another one if necessary.

Additional Information:
If there is any additional information about the vacancy that you would like the candidates to have access to it can be uploaded here.

Select geographical 

area(s):
Using the ‘pick’ function select the area in which the vacancy will be located in, you can pick more than one.  This links with the website when candidates search for vacancies in particular areas.

Search for base:
Type in the base for the vacancy then press ‘find.’  If you would prefer to state an area in which the post will be based, put ‘area’ in the box and select the relevant area.

Select base:
Pick the base using the drop down menu. (If your base is not in the drop down menu, contact the HR Service Centre who will be able to add if for you.)

Click on ‘next’ to go to the Salary tab or ‘save’ if you want to go back to the RP at a later date.

6. The next step is to complete the salary section.
Contract type:

Choose between fixed term, permanent or bank.

Duty type:


Choose between day, night or rotational.

Hours type:


Choose between flexible working, full-time or part-time.

Hours:
Insert weekly full or part time hours available for the vacancy

Grade:
Insert the grade eg. A&C 4 or Senior II

Salary Range:
Insert salary range for the post (do not include the £ sign, commas or dots)

Allowances:


Insert allowances for post if applicable.

Click on ‘next’ to go to the Dates tab or ‘save’ if you want to go back to the RP at a later date.

7. The next step is to complete the date’s section.
Opening date:

For HR use

Closing date:


For HR use

Review frequency:
This is only used for ongoing posts where a closing date is not applicable.  It is possible for the status of the recruitment plan to be reviewed either daily, weekly or monthly by choosing from the drop down menu.  The number of days, weeks or months can also be inserted. (Please do not complete if not applicable to your post)
Interview date:
If known, the interview date can be inserted using the ‘pick’ function to choose the date, however free text can also be added (for example ‘Late July 2004’)

Post start date:
If known, the post start date can be inserted using the ‘pick’ function, however free text can also be added (for example ‘candidate to start early summer’)

Interview details:
This is where details regarding tests or presentations can be inserted (for example ‘there will be a 10 minute presentation as part of the interview process’)

Click on ‘next’ to go to the Occupational tab or ‘save’ if you want to go back to the RP at a later date.

8. The next step is to complete the occupational section.

Post requires driving

PCV, HGV:
Using the drop down menu, select whether the post holder will be required to have a PCV or HGV licence.

Health and safety:
Using the ‘pick’ function, add all of the relevant fields that the post will be involved with (this is similar to the Occupational Health front sheet)
Specify hazardous 

substances exposed to:
Insert details if applicable to the post.

*Choose a staff group for
Using the drop down menu select the appropriate staff group

the post:
for the post

*Choose an area of work
Using the drop down menu select the appropriate area of work 

for the post:
for the post

*Is the post for a qualified
Using the drop down menu select Yes or No depending on 

position:
whether the applicants have to be qualified to apply for this role.

* the above areas are completed to ensure jobs are linked to the NHS Careers website

Click on ‘next’ to go to the Budgeting tab or ‘save’ if you want to go back to the RP at a later date.

9. The next step is to complete the budgeting section.

The following fields are all mandatory. Information regarding your costs codes can be obtained from your management accountant not Human Resources.
Post cost centre:



Insert details

Post expense head:



Insert details

Advert cost centre:



Insert details

Advert expense head:


Insert details

Choose Application Contact:
This will usually be the ASP HR Service Centre unless you have a decentralised recruitment service in which case please select the relevant application contact for your post.

Website application contact details: 
This will show the application contact details that you have selected. These details can be amended if necessary.

Advert application contact details:
This is how the application contact details details will appear in your advert and can be amended if necessary by following the step above.

Click on ‘next’ to go to the Publications tab or ‘save’ if you want to go back to the RP at a later date.

10. The next step is to complete the publications section.

All adverts will automatically be placed on the http://www.jobs.cambs.nhs.uk/ website.

Add publication:
If you would like to advertise your advert in an external publication, these can be chosen by clicking on the drop down menu.

If you decide not to use a selected publication, click on the ‘remove’ icon [image: image6.png]



You will then be able to see the publications you have chosen and if there is a specific section that you would like your advert to go, this can be added under the ‘section (if any)’ field. 

Click on ‘next’ to go to the Panel tab or ‘save’ if you want to go back to the RP at a later date.

11. The next step is to complete the panel section.
By using the [image: image7.png]


  function, shortlisting and interview panel members can be added.

If the panel members are registered on ERICa, you will be able to search for their names.  If they’re not registered you can add free text in the ‘Enter Panel Member Name’ box.

Click on ‘next’ to go to the Approval tab or ‘save’ if you want to go back to the RP at a later date.

12. The next step is to complete the approval section.
The following window will now appear:
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Show salary in advert:

Choose either yes or no

Show allowances in advert:

Choose either yes or no

Recruitment plan 

approved by AO:
This cannot be completed until all mandatory fields are complete. (see approving the recruitment plan process notes on page 22).

Recruitment plan 

approved by HR:
For HR use

Recruitment plan approved 

by management accountant:
For HR use.  Will only appear if the post comes under the Cambridgeshire & Peterborough Mental Health Trust, Greater Peterborough PCP, South Cambs, Cambridge City or Hunts PCT, which all currently have establishment control.

Send advert request form

to ad agency:
For HR use

Click ‘save’ to save the recruitment plan and to send it to Human Resources for approval.


Approving the Recruitment Plan (Appointing Officer)

When your recruitment plan has been approved you will receive an email notifying you to log back into ERICa to view the changes.

Double click on your recruitment plan, which will now have been issued with a reference number, the status bar will have also changed to ‘awaiting approval’
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1.  Go to the DATES tab:

Opening date:


Check that the opening date is suitable

Closing date:



Check that the closing date is suitable

If you disagree with the opening and closing dates that have been issued please use the notes [image: image10.png]


 function to send your query to Human Resources.

2. Go to the APPROVAL tab:

Recruitment plan approved

by AO:
Use the drop down arrow to choose either yes or no.  If you do not approve the Recruitment Plan, HR will make the necessary amendments and you will be notified by email when they are made so that you can go back to your RP for approval.

When you approve your advert, click ‘save’ before logging out of ERICa.
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