Jobs

How to confirm a reference check in NHS Jobs user
guide

This guide gives you instructions for how to confirm a reference check in the NHS Jobs
service.

If a reference is needed, you’ll need to complete a referee and reference check.

If a reference isn’t needed, you’ll confirm your answer to complete the check.

Author: Training and Support Team Delivered by the NHS Business Services Authority



Page 2 of 11

Contents

How to confirm a reference check in NHS Jobs user quide...........ceeeviiiiiiiiiiciieiiiiiieiiiieee 1
Pre-employment CRECKS ............i 3
View pre-employment checks or withdraw offer.............cccevveeiiiiiiiiiiiiiciiiiieiiiiiici, 4
Conditional offer accepted.........cuuuiiiiiiiiiiiiiiiiiiiiieie e 5
REIEIENCES .. ittt 6
Does the applicant need a reference CheCK? ... 7
Confirm the applicant doesn’t need a reference check ............ccovvvvieeiiiiiicciiiiiiiiiiiiiiene 8
A 8 MO .. 9
CheCK YOUI NOLE ..ottt 10
Reference NOt reQUINE ... ...uuuuiiisieiiiiiii ittt 11

Copyright: © NHS Jobs



Page 3 of 11

Pre-employment checks

This page gives you instructions for how to start the pre-employment checks.

Important: You must have an applicant who has accepted a conditional job offer and

completed their pre-employment checks.

To start the pre-employment checks, complete the following step:

1. Select the ‘Pre-employment checks’ link.

m Your feedback will help us to improve this service.
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View pre-employment checks or withdraw offer
This page gives you instructions for how to view pre-employment checks or withdraw offer.

Important: In this example, the ‘Outstanding checks’ section shows the ‘References’ check
is outstanding.

Find the applicant and complete the following step:

1. Select the ‘View checks or withdraw offer’ link.

You're viewing NHS Training and Support  Change

Signed in as Liam M1 Sign Out

Show tasks for all accounts

m Your feedback will help us to improve this service.

< Go back
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You can view the applicant or job title details by selecting the relevant link.
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Conditional offer accepted
This page gives you instructions for how to confirm if you want to complete pre-employment
checks or withdraw offer.

To complete the pre-employment checks or withdraw offer, complete the following steps:

1. Select an answer:
e ‘Check pre-employment checklist’
e ‘Withdraw offer’

2. Select the ‘Continue’ button.

You're viewing NHS BSA Training  Change

Signed in as Liam M1 Sign Out

m Your feedback will help us to improve this service.
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If you withdraw the applicant’s job offer, you can make an offer to another applicant. Go to
the ‘How to make a job offer in NHS Jobs’ user guide or video from the ‘Make a job offer’
drop down box on the ‘Help and support for employers’ webpage.

If you withdraw the applicant’s job offer, you can end the recruitment. Go to complete the
‘How to end arecruitment in NHS Jobs’ user guide or video from the ‘End a recruitment’
drop down box on the ‘Help and support for employers’ webpage.

If you've withdrawn the applicant’s job offer, you’'ve reached the end of this user guide.
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References
This page gives you instructions for how to start a reference check.

The different statuses are:

e NOT STARTED - you haven't started the applicant’s reference check.
e STARTED - you've confirmed the applicant needs a reference check.
¢ NOT REQUIRED - you’ve confirmed the applicant doesn’t need a reference check.

To start the reference check, complete the following step:

1. Select the ‘References’ link.

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 badk
Pre-employment checklist for wayne Liddle

The applicant accepted your conditional job offer.
They now need to give pre-employment information before they can start their new job.

References

References NOT STARTED
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Does the applicant need a reference check?
This page gives you instructions for how to confirm if the applicant needs a reference check.

To confirm if the applicant needs a reference check, complete the following step:

1. Select an answer:
e ‘Yes
e ‘NoO’
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

References
Does wayne Liddle need a reference check?
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You've reached the end of this user guide if a reference check is needed in NHS Jobs.

If a reference is needed, you’ll need to complete the steps in the ‘How to complete a
referee check in NHS Jobs’ user guide or video from the ‘Pre-employment checks’ drop
down box on the ‘Help and support for employers’ webpage.
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Confirm the applicant doesn’t need a reference check
This page gives you instructions for how to confirm the applicant doesn’t need a reference
check.

Important: This page is only shown if the applicant doesn’t need a reference check.
To add a note, change or confirm your answer, complete the following step:

1. Select the’ Change’ link (optional).
2. Select ‘Add a note’ link (optional).
3. Select the ‘Save and continue’ button.

You're viewing NHS Training and Support  Change

Signed in as Liam M1 Sign Qut

m Your feedback will help us to improve this service.

References

wayne Liddle's references

References check needed No Change

Add a note

Return to pre-employment checklist

Privacy policy Terms and conditions Accessibility Statement Cookies How to create and publish jobs
& Crown copyright
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Add a note
This page gives you instructions for how to add a note.

Important: This page is only shown if you’re adding a note about the applicant not needing
a reference.

To add note, complete the following step:

1. Inthe Subject box, enter the details.
2. In the Detail box, enter the details.
3. 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 badk

References

Add a note

Subject

Detail
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Check your note
This page gives you instructions for how to check your note.

Once you've checked your note, complete the following step:

1. 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.
References
wayne Liddle's references

References check needed No Change

Reference not required The applicant doesn't need a reference check as
they're internal.

Add another note

Return to pre-employment checklist
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Reference not required
This page shows confirmation you've completed the reference check as the status is ‘NOT
REQUIRED'.

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 checklist for wayne Liddle

The applicant accepted your conditional job offer.
They now need to give pre-employment information before they can start their new job.

References

References NOT REQUIRED

You've reached the end of this user guide as you’ve completed the applicant’s reference
check in NHS Jobs.
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