Online Recruitment Solution

Process guide
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Managing your vacancy

Once your advert has been approved and published, you will receive the following email notification.
From here, you can view the live advert:
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Delete  Archive % Reply Al (=} Share to 3 To Manage - Move @ Tag Editing  Immarsive Translat Zoom Viva
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Your Job Vacancy Has Been Published - Ref. JOB000092

HR For School
e

T <noreply@hriarschools.org.uk>

ER

We are pleased to confirm that your advert for Attendant Manger (GR2)has naw been
publishe,

Ity b viewer in our Current Vacancies
Manage Your Advert

Kind ragards, HR Sarvices for Schoals

Once your advert is published, you will have the option to change the closing date, close or withdraw
the vacancy via your account:

Y7 JOB000094 ob acvert published

Timeline Detalls Messages Notes Files etters History

Amend Close Date (Published Vacancy) Close Vacancy

You can view and download application forms as and when they are received — there is no need to
wait until the closing date has passed.

ﬁlR Search by name, email, address e Q Kayleigh Pegg -

cases My cases All cases Recently viewed Schoal and Job Title Assigned to me &

Cases Actions = || Filters = New Person | New Case

sﬁf.;s User filter

Filter by + Columns

Reference Case Type Job Reference Establishment Name Submitted Status
% 1AP000045 Job Application 03/10/2023 applicaton pending

7 JAP000OA4 Job Application

application pending

There will always be at least two attachments for each application — an application form and a
supporting statement. If the application also submitted recruitment monitoring information, this will
also be included alongside their application form.
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o CXM Team - Staff ® » ® 2 minuies ago (1338

Job Reference:

Job Title: Cashier (GRI
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H L Type here to search
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It is recommended that you download and save locally a copy of each application form and then
mark each application as ‘Under Review’. You can do this as and when applications are received, you

don’t have to wait until the closing date.
PRiae

LB +)AP000045 ESTEEEI) covicatonpendng
Timeline Details Notes Flles Letters f—
Setiings

Actions ~

Case timeline

@ Add a new message

@ CXM Team - Staff . ® 6 minures ago (1338

Please upload y mpleted supporting Information document

Suppent_Statement_word_template docx

From your cases dashboard, you can filter so that you can only view any application forms that you
have received:

=

Filter by. Case Type

g[ﬁh User filter

Filter by +

yoe Submitted Status
Blication 03/10/2023
application pending

Blication

JOBOOOQ97 vacancy pending

JOB000094 Job Vacancy 02/10/2023 Jjob advert published

JOB000093 Job Vacancy 02/10/2023 addrional information required
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You can also add and remove columns to suit you to help you identify the applications needed for a
particular vacancy — we recommend you always display the job reference number:

1.3 Columns

Establishment Name

= Job Reference
coe ) Cose Type
School Name

;effgs User filter

Filter by

Reference Case Type Submitted
APO0D004 Job Application 03/10/2023
-
JAPO0OD44 Job Appiication 03110/2023
JAPO00043 Job Applicat 16/05/2023 contract signed

APOO00A2 Job Application 16/05/2023
JAPO00041 Job Application 02/05/2023

APOO0040 Job Application

N S < I« D < S ¢
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Once the closing date has passed and all applications have been marked as ‘Under Review’ you will
then work with each application form case, rather than the job vacancy case itself.

Short-listing should take place as an offline process as normal. Once a short-list of applicants has
been drawn up, the administrator can then continue with the process via the recruitment solution.

In each application type, you will have the option to either short-list a candidate or eject a
candidate:

ﬁ:lR Search by name. email. sddress or more Q Kayleigh Pegg ~

Timeline Details

Shortlist Candidate | Reject Candidate

Case timeline

Settings

e || ¥ Change status m

Reject an applicant
Where an applicant has not be successful at securing an interview, simply select ‘Reject Candidate’
and you will be prompted to input a reason and then change the status of the application:

(HR Search by name, email, address or more. Q @ Kayleign Pegg -

Caces / Case / Timeline

Home AT School (BRRR
= Change case status x
= o v S
=4 1v2AP000044 3 Requtred ek a mrked with on asterisk 1
Timeline Details Messages Notes|
E-3 New status rejected
5. =
=N I
@  Inorderto move the case to this status you will need to provide the

information requested below

Case timeline
0 I Reject Candidate I
Add & new message

[ Type your message or drop a file here.

on fo

Applic

ave the required qualification
° Kayleigh Peqq - SEAIN cranged e case stens 1

‘ CXM Team - Staff aooea s amcnmem (® 38 minutes ago (13:35)

Please upload your completed supporting information document

(22 minwes ago (1351

240U ©2023

The applicant will then receive the following email:

Your Job Application Ref: JAP000044 | Cashier (GR1) - Message (HTML)

File Message Help Acrobat Q Tell me what you want to do
ow B g o = (5] [2)|[5]] 5
s W = yhey B B o Y @ - s & ]
Delete  Archive 4 Reply Al [7=1 Share to = o Manager N Move @ Tags Editing | Immersive | Tnclate Zoom Viva
p . Teams - ¥ ¥ M v Insights
© — Forward g~ @B~
Delete Respond Teams Quick Steps [ Move Language Zoom Add-in ~
Your Job Application Ref: JAP000044 | Cashier (GR1)
o “ ;
HR For Schools UAT <noreply@hrforschools.org.uk> D Reply D Reply Al > Forward | | G
Tue 03/10/2023 14:14
e 01/10/2030

k here to view itin a v
acy, Qutiook prevented

wser.
c download of some pictures in this message,

Dear Tester One

Cashier (GR1) appointment at Jadu School (Academy)

Thank you for your application form, | regret to inform you that you have not
been successful on this occasion.

| would however like to take this opportunity to thank you for your interest in
this vacancy and wish you every success in the future.

Yours sincerely,

HR Services for Schools
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Short-listed applicants
Where an applicant has been successful in securing an interview, simply select ‘Shortlist candidate’
and then change status:

rHR | Search by name, email, address of more. @ Kayleigh Pegg =

Cases / Case / Timeline

i»

Change case status
1% JAPO00045 under review

Timeline

Case timeline

@ Add a new message

[ Type your message or drop a file here..

& Attach File || P Change status

New status

Details

Messages

Settings

Change statt ance

You will then be able to book an interview — simply fill out the required information in the form and
select change status:

Timelne

Case

Al 7Y JAPO00046 e
= Timeline Details Messages Notes 10am
et
. .
You wil be giver o prepare on ariival. The
Case timeline presertaton s expe en Ominges o ce©

o Add a new message

ew Location

rop a file here:

Jadu School, School Road, Birmingham, B19

Kayleigh Pegg - Staff cranges the case o 10

Kayleigh Pegg - Staff crangec s ca

XM Team - Staff aoosa on smmcnmant

@A minue ago

® 2 minues ago (4:31)

© 2 minutes ago (1431

1o Interview Ref: JAPOD004S | Cashier (GR1) -

File ~ Message Help  Acrobat Q  Tell me what you want to do
Sy o = [[m] -
e I B 5% B B oo [ e |[r] [0 52
Delete  Archive ) Reply Al o~ Share to -5 To Manager Move Tﬂ?S ““1‘"9 'm'”f“‘“ Translate Zoom Viva
[~ Teams v - Insights
> Forward - B~
Delete Respond Teams Quick Steps ] Move Language Zoom Add-in ~
Invitation to Interview Ref: JAPO00046 | Cashier (GR1)
“ % "
HR For Schools UAT <noreply@hrforschools.org.uk> D Reply D Reply Al > Foward | K
To @ Kayleigh A Pegg Tue 03/10/2023 1433
Retention Policy Exchange - 7 Year Retention Policy (7 years)
(@) If there are problems with how this message is displayed, click here ta view it in a web browser.
Click here to down ctures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Dear Test Kayleigh
Application Reference: JAP000046 Unique Reference: eXQ-PAJ-Vde
| am pleased to confirm that you have been short-listed for the Cashier (GR1)
post at Jadu School.
The selection process is to take place on 01/11/2023 at:
Jadu School, School Road, Birmingham, B19
‘You are asked to arrive for 10am. -
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Included in the interview invite is a link for a self-declaration form to be completed as per Keeping
Children Safe in Education and also a link confirm whether they will be attending the interview:

File ~ Message Help  Acrobat Q  Tell me what you want to do
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Invitation to Interview Ref: JAPO00046 | Cashier (GR1)
¢ % Reply .
HR For Schoals UAT <noreply@hrforschools.org.uk> D Reply | O Replyal | = Forward | W
To ® Kayleigh A Pegg Tue 03/10/2023 14:33

olicy Exchange - 7 Year Retention Policy (7 ye

(i) f there are problems with how this message is displayed, click here ta view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented a

atic download of some pictures in this message.

Once completed please upload it to your application, using the references at

the top of this email, by going to uat.hrforschaols org.uk/seli-declaration.

Copies will need to be signed at interview if signing electronically. Failure to

comply may result in your interview being cancelled.

Any relevant issues arising from your references/self-declaration form may be
discussed at interview.

| would be grateful if you could confirm your attendance.

If you have queries concerning these arrangements, or have any special

requirements, then please do not hesitate to contact me.

H el Type here to search

You will receive an email notification once a self-declaration form has been submitted and you will
be able to view this directly in the application case type:

f Declaration Form

File  Message Help  Acrobat Q  Tell me what you want to do
) Reph & 7 Mark Unread r
m E D=7 = ﬁ £ rrw \L = b L a §
Delete  Archive %3 Reply All =% S:are to 5 To Manager - Move I B8 Categorize + =~ """‘f"“‘F Translate Zoom
. feams - ~
e —> Forward th~ B~ P Follow Up ~ I ~
Delete Respond Teams Quick Steps [} Move Tags & | Ediing Language Zoom ~
New Self Declaration Form - Ref: JAP000046
) R “ I > F
noreply@hrforschools.org.uk 2 Reply D Reply All orward
o Schools Adverts ue 03/1
; Policy 7 Vear Delete (7 years) pires 01/10/2030

Job Reference: JOB000098
Applicant Reference: JAP000046

The applicant has now submitted a self-declaration form for you to review. Please ensure this is signed at interview to verify the information.
HR Services

View Application

Declined

=% Case timeline

Added Reference Return Date: 30/10/2023
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By issuing an invite to interview, where the applicant has given consent, the references will also be
requested at this point.

Request for Job Reference - Message (HTML)

File Message Help Acrobat Q Tell me what you want to do
€ Repl G ] v &7 Mark Unread |
@] E ) Reply = £5 R S § L E §
Delete  Archive € Reply Al [y~ Sareto | 1, Manoger v Move B8 Categorize ¥ Dy | mmeshe | anhte | Zoom
. feams - v
2 —> Forward - B~ M Follow Up ~ Iy ~
Delete Respond Teams Quick Steps ] Move Tags ] Editing Language Zoom ~

Request for Job Reference

€3 Repl @ ty All > Fi
HR For Schools UAT <noreply@hrforschools.org.uk> 2 Reply D Reply Al oward | W
RightToWork Tue 03/10/2023 1433

ention Policy 7 Year Delete (7 years Expires 01/10/2030
(@) If there are problems with how this message is displayed, click here ta view it in a web browser.
Click here o dawnlaad pictures. To help protect your privacy, Outlook prevented automatic download af some pictures in this message.

Hello

| have been given your name as a referee in respect of Test Kayleigh who has

applied for the post of Cashier (GR1) at Jadu School.

Please download and complete the reference request form (DOCX, 14KB)

form. Once completed it may be sent to us by going

to uat.hrforschools.org.uk/reference and entering the following details:

Application Reference: JAP000046 Unique Reference: eXQ-PAJ-Vde

| would be grateful if you could tell me how long you have known the applicant

n el Type here to search

Again, you will receive an email notification to say a reference has been submitted and you will be
able to view and download returned references via the application form case type:

UAT School | organisation

¥ JAPO00046 interview booked

fome ase timeline

= Add 8 new message
Cases @ a

@ Attach File || B Change status m

© 14 minutes ago 1441

Please upload you self-declaration
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L 17 JAPOO004S [

Once attendance has

been confirmed as well as
[ 28 s i E1 the two references

® - . — returned along with the

e self-declaration form, you

will need to click into

Actions and then change

o the case status to

m——— ohange case status . _ Interview pending whilst

EITIITEN oo [rmerems ] you await the selection

Timeline Details Mess

process.
Case timeline
| = I
®
=

Please upioad you reference

@ Reference_Requestiorm doc

280y ©202%

Following the selection process, and you are ready to offer the position to a preferred candidate,
you will need to go through each of the application cases of the applicants who were short-listed
and update them with the relevant status — you can either issue an unsuccessful letter or check
references:

¥y JAP000046 interview pending

Timeline Details I Notes Files Letters History
Check References JELLIECIUIETLSESTNY Interview Declined

Case timeline

Check references

Where consent was not provided to apply for references prior to the interview, these will now be
requested.

The status will now move to Final Review where you can ensure all relevant paperwork is all in order
before you make an offer to your preferred candidate. A decision on who to appoint should be
deferred until you are in receipt of two references for your preferred candidate.
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Candidate unsuccessful:

Select ‘Candidate Unsuccessful’ and then input the required information — a notification will then be
emailed to the candidate to notify them they have not been successful on this occasion.

Change case status
Required fields are marked with an asterisk (')

e (EEEED

. In order to move the case to this status you will need to provide the
information requested below.

Reject Candidate

Reason for rejection

_ cones

When you are ready to make an offer — simply select ‘Make Offer’ and then input the required
information:

Change case status

Required fields are marked with an asterisk (7).

New status ==

@  inorder to move the case to this status you will need to provide the
information requested below.

Job Offer

Stan Date

oVor2024

Short UK date format, e.g. dd/mmiyyyy or dd-mm-yyyy

Starting Salary

I £18.456 pro rata]

- conee!
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The candidate will receive the following email notification:

Dear Test Kayleigh This offer will be subject to your right to work in the United Kingdom,

verification of your qualifications as required, an enhanced disclosure and
Cashier (GR1) appointment at Jadu School barring certificate and a satisfactory outcome to pre-employment medical
screening or examination.
Following your interview, | am pleased to confirm that the Governing Body has

. . . | should be grateful if you could confirm your acceptance of this conditional
approved the recommendation of its selection panel that you should be

offered the post of Cashier (GR1) at this school with a start date
of 01/01/2024. Application Reference: JAP000046 Unique Reference: eXQ-PAJ-V4e

offer by completing this online form and entering the following details:

. . You will receive a full written contract of employment in due course.
Your starting salary will be £18.456 pro rata. ploy

They are asked to complete an online form to confirm their acceptance.

All information can be viewed at any point via the application case type timeline and you can also
add any additional information or message throughout the process:

7 IAP000046 EXEEIEIEY oter accepted

bl Timelne  Det Message Note Fles  Leme History
Home
Begin Pre-Employment Checks
Coses
e Case timeline
Sattnge

@ CXM Team - Staff cronged . © A minue ¢
@ Kayleigh Pegg - Staff @& minutes ago (15:08
Added
Added. rat
JADU © 2023 .
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