Jobs

How to issue a contract in NHS Jobs user guide

This guide gives you instructions for how to issue a contract in the NHS Jobs service.
You must have an applicant at the contract recruitment stage to issue a contract.
To issue a contract to an applicant, you can choose one of the following options:

e create or select a contract template in your organisations account
e manually create and send the contract offline outside the NHS Jobs online service

For users of NHS Jobs and Electronic Staff Record (ESR) integration, go to the ‘Process
flow diagram’ page.

To find out which roles can do this, go to the ‘Roles and permissions’ link in the ‘Help and
information’ section of the employer dashboard.

Author: NHS Jobs Training and Support Team Delivered by the NHS Business Services Authority
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Process flow diagram
This diagram shows the integration between NHS Jobs and ESR for issuing a contract.

Issuing a contract

Manual process NHS Jobs Integration ESR

~
)

Automatic process

1. Employer makes a job offer to the
applicant.

2. Employer marks the applicant’s pre-
employment checks as satisfactory.

}

3. Employer adds or changes the
applicant’s start date and issuesa  +— — +
contract.

4. NHS Jobs transfers the information . .
to ESR (hourly process). 5. The applicant record is updated.

Go to the ‘Contracts’ page.

Copyright: © NHS Jobs
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Contracts

This page gives you instructions for how to issue a contract.

Important: You must have an applicant at the contract recruitment stage to issue a contract.

In this example, there’s 1 applicant at this stage.

To issue a contract, complete the following step:

1. Select the ‘Contracts’ link.

You're viewing NHSBSA MW UAT

Signed in as Michael Wardman

Change

Sign Out

m Your feedback will help us to improve this service.

NHSBSA MW UAT

Dashboard

Showing tasks for

24 - on track 20, overdue 4

4 - on track 0, overdue 4

19 - on track 8, due 5, overdue 6

10 - on track 0, overdue 10

All users V|
Draft
Approvals
|
Published 5
[ |
Shortlisting
Interviews
Ready to offer

Conditional offers

Pre-employment
checks

Contracts

End recruitment

2 - on track 1, overdue 1

1 - on track 0, overdue 1

0

1

2 - on track 0, overdue 2

Show tasks for all accounts

What you can do
Create a job listing

Search for a listing

Search for an applicant

Manage the account

Manage users

At risk applicants

Accredited logos

Key performance indicators
(KPls)

Approval settings
Departments

Criminal convictions and
cautions

Welsh listings

Moving applicants to other
accounts

Documents and
templates

Overview of your organisation

Supporting information library

Contract templates

Offer letter templates

Help and information

The employer hub

Roles and permissions

» Contact your super users

Reporting

Run a report

Privacy policy

Terms and conditions

Accessibility Statement Cookies

Help and

quidance
© Crown copyright
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Create and issue a contract
This page gives you instructions for how to create and issue a contract.

To create and issue a contract, complete the following steps:

Select the ‘Showing tasks for’ dropdown to filter tasks for each user (optional).
Select the ‘Showing tasks’ dropdown to filter the tasks shown (optional).
Select the ‘Applicant name’ link to view the details (optional).

Select the ‘Job title link’ to view the details (optional).

Select the ‘Create and issue contract’ link.

asrwDdNRE

You're viewing NHSESA MW UAT  Change

Signed in as Michael Wardman Sign Out

Show tasks for all accounts

m Your feedback will help us to improve this service

< Go back

NHSBSA MW UAT
Contracts

Showing tasks for

All users ~

Showing tasks

All ~
Contracts
Applicant Job title Deadline Task What needs doing next
michael wardman Administration Manager 16 Dec 2022 Issue contract Create and issue contract
AR-221202-03035 A0201-22-5900

Privacy_policy Terms and conditions Accessibility Statement Cookies Help and guidance

© Crown copyright
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Are you sure you want to continue?
This page gives you instructions for how to confirm if you’re sure you want to continue and
issue a contract.

Important: You'll only see this page if the applicant has outstanding pre-employment
checks.

To confirm if you’re sure you want to issue a contract, complete the following steps:

1. Select an answer:

e ‘Yes, | want to continue’

¢ ‘No, | want to view their outstanding checks’
2. Select the ‘Continue’ button.

You're viewing NHS Training and Support  Change

Signed in as Liam M1 Sign Out

m Your feedback will help us to improve this service.

¢ Go back

Pre-employment checks

Are you sure you want to continue?

wayne Liddle has outstanding pre-employment checks.

B

™
)J Yes, | want to continue

Ty . . 3
) No, Iwant to view their outstanding checks

'Y

Privacy policy Terms and conditions Accessibility Statement Cookies How to create and publish jobs

© Crown copyright

To find out how to complete pre-employment checks, go to a user guide or video in the
‘Complete pre-employment checks’ section of the ‘Help and support for employers’
webpage.

If you don’t want to continue and issue a contract, you've reached the end of this user guide.

Copyright: © NHS Jobs
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Create and send the contract
This page gives you instructions for how to create and send the contract.

Important: You'll now confirm and enter the start date, pay, type of contract and how you’ll
send it. You'll check the details to make sure it's correct before sending it.

Read the information on the page and complete the following steps:

1. Select the ‘Continue’ button.

You're viewing NHSBSA MW UAT  Change

Signed in as Michael Wardman Sign Out

m Your feedback will help us to improve this service.

¢ Go back
Create and send the contract

Following your conditional offer, you'll now canfirm and enter information
such as the:

» start date
¢ pay
= type of contract and how you'll send it

You can also add any of your organisation's supporting information

You'll check the details and make sure it's correct before sending it.

Back to dashboard

Privacy policy Terms and conditions Accessibility Statement Cookies Help and guidance

@ Crown copyright

Copyright: © NHS Jobs



Page 8 of 21

Where is the job location?
This page gives you instructions for how to add the job location.

Important: The address listed on the job advert will be the default option.
To add the job location, complete the following steps:

1. Select an option:
e EXxisting address
e 'Add an address'
2. Select the ‘Save and continue’ button.

You're viewing NHSBSA Lee UAT  ¢Change

Signed in as Lee Mapes Sign Out

1AV Your feedback will help us to improve this service.

< Go back

Issue the contract
Where is the job location?

© Organisation 1 Street
address Town

AAT 1AA

or
O Add an address

Privacy policy Terms and conditions Accessibility Statement Cookies Help and guidance
@ Crown copyright
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Find the job location address
This page gives you instructions for how to add a new address.

Important: You will only see this page if you selected ‘Add an address’.
To add a new address, complete the following steps:

1. Inthe ‘Job location postcode’ box, enter the details.
2. Select the ‘Find the address’ button.

You're viewing NHSBSA Lee UAT  Change

signed in as Lee Mapes  Sign Out

=1 212N Your feedback will help us to improve this service.

< Go back

Issue the contract
Find the job location address

Enter the postcode to find the address.

Job location postcode

Find the address

Privacy policy Terms and conditions Accessibility Statement Cookies Help and guidance

® Crown copyright
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Select an address
This page gives you instructions for how to select an address after searching by postcode.

To select an address, complete the following steps:

1. Select an option:

a. ‘Existing address’

b. ‘It's not any of these — add an address’
2. Select the ‘Save and continue’ button.

You're viewing NHSBSA Lee UAT  Change

Signed in as Lee Mapes  Sign Out

13128 Your feedback will help us to improve this service.

< Go back

Issue the contract

We found 14 results for NE15 8NY

Select the correct job location.

O Stannah Stairlifts, Goldcrest Way, Newcastle Upon Tyne, NE15 8NY

Belt Technologies Europe, Goldcrest Way, Newcastle Upon Tyne,
NE15 8NY

North Of England Commissioning Support, Goldcrest Way,
Newcastle Upon Tyne, NE15 8NY

Q Positive Solutions, Golderest Way, Newcastle Upon Tyne, NE15 8NY

Quilter Financial Planning, Goldcrest Way, Newcastle Upon Tyne,
NE15 8NY

O Nhs B S A, Goldcrest Way, Newcastle Upon Tyne, NE15 8NY

MNorth East Ambulance Service Nhs Trust, Goldcrest Way, Newcastle
Upon Tyne, NE15 8NY

Q Unit C1 The Waterfront, Goldcrest Way, Newcastle Upon Tyne, NE15
3NY

Health Education England, Goldcrest Way, Newcastle Upon Tyne,
NE15 8NY

O N C ARDRS, Goldcrest Way, Newcastle Upon Tyne, NE15 8NY

Nhs Property Services Ltd, Goldcrest Way, Newcastle Upon Tyne,
NE15 8NY

Q North East Strategic Health Authority, Goldcrest Way, Newcastle
Upon Tyne, NE15 8NY

North Of England Cancer Network, Goldcrest Way, Newcastle Upon
Tyne, NE15 8NY

O P H E Quality Assurance, Goldcrest Way, Newcastle Upon Tyne, NE15
8NY

or

O It's not any of these - add an address

Privacy policy = Terms and conditions  Accessibility Statement Cookies Help and guidance

® Crown copyright

Copyright: © NHS Jobs



Page 11 of 21

Add ajob location
This page gives you instructions for how to add a new job location.

Important: You will only see this screen if you selected ‘It’s not any of these — add an
address’.

To add a job location, complete the following steps:

1. Inthe boxes, fill in the address details.
2. Select the ‘Save and continue’ button.

You're viewing NHSBSA Lee UAT  Change

Signed in as Lee Mapes Sign Out

{312 Your feedback will help us to improve this service.

< Go back

Issue the contract

Add a job location

Address line 1

Address line 2 (optional)

Town or city

County (optional)

Postcode

Privacy policy  Terms and conditions  Accessibility Statement Cookies  Help and guidance

@ Crown copyright
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What date will the applicant start?
This page gives you instructions for how to confirm the applicant’s start date.

Important: For users of NHS Jobs to ESR integration. Once a start date is added, NHS
Jobs transfers the information to ESR within 1 hour and the applicant record is updated.

To add the applicant’s start date, complete the following steps:

1. Inthe Day, Month and Year boxes, enter the details.
2. Select the ‘Save and continue’ button.

You're viewing NHS Training and Support  Change

Signed in as Liam M1 Sign Out

m Your feedback will help us to improve this service,

< Go back
Issue the contract

What date will the applicant start?

For example, 12 1 2019
Day Month  Year

L1 ]

Privacy pelicy Terms and conditions Accessibility Statement Cookies How to create and publish jobs

@ Crown copyright

You must enter the date in the DD-MM-YYYY format. For example,12 01 2019.

Copyright: © NHS Jobs
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What is the pay for this contract?
This page gives you instructions for how to confirm the pay for this contract.

Important: You can check the pay you've offered in the conditional offer before confirming it.
To add the pay for this contract, complete the following steps:

In the Pay amount box, enter the details.

From the Timeframe drop-down menu, select an option.

In the More details about the pay box, enter the details (optional).
Select the ‘Save and continue’ button.

bR

You're viewing NHS Training and Support  Change

Signed in as Liam M1 Sign Out

m Your feedback will help us to improve this service.

< Go back

Issue the contract

What is the pay for this contract?
This was £40057 to £45839 in the conditional offer.

Pay amount Timeframe

£| | ‘ayear ~

More details about the pay (opticnal)

For example, includes high cost area supplements (HCAS) or plus inner
London HCAS

Privacy policy ~ Terms and conditions  Accessibility Statement ~ Cookies — How to create and publish jobs

& Crown copyright
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Which type of agreement do you want to issue?
This page gives you instructions for how to confirm the type of agreement you want to issue.

To confirm the type of agreement you want to issue, complete the following steps:

1. Select an answer.
2. Select the ‘Save and continue’ button.

You're viewing NHS Training and Support  Change

Signed in as Liam M1 Sign Out

m Your feedback will help us to improve this service.

< Go back

lssue the contract

What type of agreement do you want to
issue?

™ —
) An addendum to an existing contract

Ny

™y

=
) Acontract of employment

~N

™ .
) An internal secondment

=
) An external secondment

N

Privacy policy Terms and conditions Accessibility Statement Cookies How to create and publish jobs
& Crown copyright
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How do you want to create your contract?
This page gives you instructions for how to confirm how you want to create your contract.

Important: Choose ‘Online’ to use a contract template in your organisations account.
Choose ‘Offline’ to create it offline outside the NHS Jobs online service. You cannot change
this decision.

To confirm how you want to create your contract, complete the following steps:

1. Select an answer:
e ‘Online’
e ‘Offline’
2. Select the ‘Save and continue’ button.

You're viewing NHS Training and Support  Change

Signed in as Liam M1 Sign Out

m Your feedback will help us to improve this service.

< Gobadk

Issue the contract

How do you want to create your contract?

I ;
| ]
\_J Online

Use a template in the NHS Jobs online service.

Yy .
| ]
\_/ Offline

Create it offline outside the NHS Jobs online service. You cannot
change this decision.

Privacy policy Terms and conditions Accessibility Statement Cookies How to create and publish jobs

© Crown copyright
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Which contract template do you want to use?
This page gives you instructions for how to confirm the contract template you want to use.

Important: This page is only shown if you're selecting a contract template in your
organisations account. If the template you need is not displayed, you’ll need to contact a
super user for your organisation.

To add the contract template you want to use, complete the following steps:

1. Select a contract template.
2. Select the ‘If the template you need is not displayed’ link (optional).
3. Select the ‘Save and continue’ button.

You're viewing NHSBSA MW UAT  Change

Signed in as Michael Wardman Sign Out

[:{A 1. Your feedback will help us to improve this service.

< Go back

Issue the contract

Which contract template do you want to
use?

Yy
I\_jl NHS Jobs test

¥ If the template you need is not displayed

Only those who manage your organisation's NHS Jobs account can
create and edit templates. You'll need to contact them and ask them
to create one.

Save and continue

Privacy policy Terms and conditions Accessibility Statement Cookies Help and quidance

® Crown copyright

To find out how to manage contract templates, go to the ‘How to manage contracts
templates in NHS Jobs’ user guide or video from the ‘Manage your organisations
account’ section of the ‘Help and support for employers’ webpage.

Copyright: © NHS Jobs
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Select the supporting information (optional)
This page gives you instructions for how to select supporting documents or links to send with
the contract.

Important: In this example the organisation has included the supporting documents Pension
information and Training document, they have also included a link to NHS Pensions.

To add the supporting information, complete the following steps:

Select a document (optional).

Select a link (optional).

Select the 'If the document or link you need is not shown' link (optional).
Select the ‘Save and continue’ button.

HwhPE

You're viewing NHSESA MW UAT  Change

Signed in as Michael Wardman Sign Out

m Your feedback will help us to improve this service.

< Go back
Issue the contract

Select the supporting information (optional)

Select which supporting documents or links to send with the contract. The
applicant will be able to access them alongside the contract.

Documents

Select Document What you can do

I:‘ Pension information Download document
(DOCX, 17 KB)

|:| Training document Download document
(DOCX, 17 KB)

Links

Select Link What you can do

I:‘ NHS Pensions Wiew (opens in new tab)

¥ If the document or link you need is not shown

Documents and links can be added to the organisation's supporting
information from the dashboard by users with access. If you do not
have access, you'll need to contact a super user.

Michael
Michael

Jen

Privacy policy Terms and conditions Accessibility Statement Cookies Help and guidance

& Crown copyright
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Check the details of the contract and send it
This page gives you instructions for how to check the details of the contract and send it.

Important: You can add more terms to this contract. They will not be added to the original
contract template. When you're satisfied the details are correct, send this contract to the
applicant.

To check the details of the contract and send it, complete the following steps:

Select a ‘Change’ link (optional).

Select the ‘Add another’ button (optional).
Select the ‘preview the contract’ link.
Select the ‘download the contract’ link.
Select the ‘Send now’ button.

arMwDdRE

You're viewing NHSBSA MW UAT  Change

Signed in as Michael Wardman  Sign Out

TSN vour fecdvack will nelp us to improve this service.

< Go back

Check the details of the permanent Test Test
contract and send it to michael wardman

Any changes you make to these employment terms will not update
the original template.

Location 1 Street Change
Town
AATTAA
‘Working pattern Full-time Change
Number of hours or  37.5 hours a week Change
sessions a week
Pay scheme Other
Pay £20000 a year Change
Start date 10 October 2022 Change
Type of agreement A contract of employment Change
Contract template Full Change
Supporting Pension information Change
information

Training document

NHS Pensions

Additional terms of employment

You can add more terms to this contract. They will not be added to the
original template.

Send the contract
When you're satisfied that the details are correct, send this contract of

employment to the applicant.

You can also:
preview the contract (PDF, 4 KB) or
download the contract (PDF, 4 KE).

Save and come back later

Privacy policy ~ Terms and conditions  Accessibility Statement ~ Cookies  Help and guidance

© Crown copyright

The offer letter document is previewed and downloaded in a portable document format
(PDF).

Copyright: © NHS Jobs



Page 19 of 21

Contract sent
This page shows confirmation you've sent the contract.

Important: The applicant will be able to view and accept the contract in their NHS Jobs
account. They might contact you if they need more information or to ask questions. The NHS
Jobs service will let you know when they accept the contract.

To go back to your dashboard, complete the following step:

1. Select the ‘Go back to your dashboard’ button.

You're viewing NHS Training and Support  Change

Signed in as Liam M1 Sign Out

m Your feedback will help us to improve this service.

Contract sent

You've sent the Learning Consultant contract to wayne
Liddle

They'll be able to view and accept the contract in their NHS Jobs online
account
What happens next

The applicant might contact you if they need more information or to ask
questions. We'll let you know when they accept the contract.

Go back to your dashboard

Privacy policy Terms and conditions Accessibility Statement Cookies How to create and publish jobs

© Crown copyright

To find out how to manage contract responses, go to the ‘How to manage a contract
in NHS Jobs’ user guide or video from the ‘Issue and manage a contract’ section of the
‘Help and support for employers’ webpage.

For users of NHS Jobs and ESR integration, go to the ‘Check the start date in ESR’ page.

You’ve sent the contract online and reached the end of this user guide.

Copyright: © NHS Jobs
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Manually create and send the contract
This page shows confirmation you’ve manually created and sent the contract offline.

Important: You'll only see this page if you're manually creating and sending the contract
outside of the NHS Jobs online service. You’'ll need to accept or reject on behalf of the
applicant when you get their reply.

To go back to your dashboard, complete the following step:

1. Select the ‘Go back to your dashboard’ button.

You're viewing NHS Training and Support  Change

Signed in as Liam M1  Sign Out

m Your feedback will help us to improve this service

Manually send the HR
Administrator contract to
Liam MA

You've chosen to create and send the contract outside the
NHS Jobs online service

What happens next

You'll need to accept or reject on behalf of the applicant when you get
their reply.

Go back to your dashboard

Privacy policy Terms and conditions Accessibility Statement Cookies How to create and publish jobs

® Crown copyright

You've manually created and sent the contract and reached the end of this user guide.

Copyright: © NHS Jobs
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Check the start date in ESR
This page gives you instructions for how to check the start date in ESR.

Important: This information is found in the applicant record within the ‘Enter Recruitment
Person Information’ section of ESR and can be checked with the correct ESR roles and
permissions.

1. The applicant’s start date is shown.

| £ Oracle Applications - TPLY - ESR Release V52.1.0.0C + LOC V2.14
File Edit View Folder Tools Window Help
HYe GrOIP I PER LDV B Hal ?
= lolx
Name
Gender Male Action
Last JenkinsO1 e TR T A et
First David © Application(Jenkins01, Mr. David)
Title ir Received Terminated Projected Hire Current Employer
Prefix Date 01-JAN-2019 02-FEB-2019 [l
Suffix Assignment
Middle Recruitment Activity 504-Matron01 Vacancy |504-Matron01
Organization 504 Ward 9 Group Default Home]||
Job |Nursing and Midwifery Registerec Position |79761|Matron Band 8a - Ward 9|
ACIEEN T WEmpicymenty [Officelieiails Grade NHS|XR08|Review Body Band 8 Location 504 TEST LOCATION
Birth Date 01-JAN-1970 Status Offer Accepted Reason I 1
Town of Birth ; o ) . . . - .
Recruiter | Application Source Supervisor Probation & Netice Period Standard Conditions Miscellaneous ™
Region of Birth
Country of Birth
Name Anton25, Ms. Gloria Number 20006894
Effective Dates
From 01-JAN-2019 To
Effective Dat
Address Application ective Dates
From 01-JAN-2019 To
Interview ‘ End Application ‘ Extra Information ‘ Diary Reminder J

For more information about ESR, go to the ‘ESR User Manual'.

You've issued a contract, checked the start date in ESR and reached the end of this user
guide.

Copyright: © NHS Jobs
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