Jobs

How to complete a qualification check in NHS Jobs
user guide

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

You'll confirm if the applicant needs a qualification check to complete their pre-employment
information before they can start their new job.

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.
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Process flow diagram
This diagram shows the integration between NHS Jobs and ESR for completing a
gualification check.

Key Completing pre-employment checks

|:| Manual process NHS Jobs Integration ESR

- Automatic process

1. Employer makes ajob offer to the
applicant.

2. Applicant completes their pre-
employment details.

|

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

Note: The pre-employment details

manually checked and recorded in

NHS Jobs and transferred to ESR are:

e  References

. Right to work in UK

. Qualifications (checked date
only)

. Professional registration

. Disclosure and Barring Service
(DBS)

s NHSthlE;;TEZEerE ;?s;ziz;matlon -1 5. The applicant record is updated.

The pre-employment details manually

checked in NHS Jobs but not

transferred to ESR are:

. Identity check

. Health Professionals Alert Notice
(HPAN)

e Occupational health

6. Employer manually checks the
applicant’s identity and updates their
record.

Your organisation may have existing
links with an extemal occupational
health system that will automatically
update the applicant record in ESR.

Go to the ‘Pre-employment checks’ page.

Copyright: © NHS Jobs



Page 4 of 23

Pre-employment checks
This page gives you instructions for how to access pre-employment checks.

Important: You must have an applicant who has accepted a conditional job offer and
completed their pre-employment checks.

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

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

You're viewing Change

Signed in as NHS BSA Training Sign Out

Show tasks for all accounts

:]31.Y Your feedback will help us to improve this service.

NHS Business Services Authority

Dashboard

Tasks by stage Listings by user

What you can do

Create a job listing

Search for a listing

Showing tasks for Search for an applicant
All users V|
Draft 386 - on track 22, overdue 364 Manage the account
I Manage users
Approvals 3 - on track 1, overdue 2 —_—
I Accredited logos
Key performance indicators
Published 4 (KPls)
I Approval settings
h | Departments
Shortlistin -
g 8 - on track 1, overdue 7 Welsh listings
Interviews 1 - on track 0, overdue 1
| Documents and
templates
Ready to offer 42 - on track 16, overdue 26
_ Overview of your organisation
Supporting_ documents
Conditional offers 22 - on track 5, overdue 17 Contract templates
- Offer letter templates
Pre-employment 24 - on track 4, overdue 20
checks
- Help and information
Contracts 57 - on track 11, overdue 46 The employer hub
_ Roles and permissions
End recruitment 7 - on track 4, overdue 3 » Contact your super users

Reporting

Run a report

Privacy policy ~ Terms and conditions  Accessibility Statement Cookies How to create and publish jobs
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Applicant’s pre-employment checks
This page gives you instructions for how to find the applicant and start their pre-employment
checks.

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

Find the applicant and complete the following steps:

1. Select the ‘Applicant’ link to view the applicant’s details (optional).
2. Select the ‘Job title’ link to view the job details (optional).
3. Select the “View checks or withdraw offer’ link.

You're viewing NHS BSA Training  Change

Signed in as Liam M1 Sign Out

Showy tasks for all accounts

m Your feedback will help us to improve this service.

< Go back

NHS BSA Training
Pre-employment checks

Showing tasks for

|AI\ users V|

Pre-employment checks

Applicant Job title Deadline Outstanding checks What needs doing next

Liam MA Learning Consultant 01 Apr2022 References View checks or withdraw
AR-210128- T2020-21-4641 Home address offer
00006 Identity check

Right to work in the UK

Professional registrations

DBS

HPANS

Health assessment

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

© Crown copyright
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Check pre-employment checklist or withdraw offer
This page gives you instructions for how to confirm if you want to check the pre-employment
checklist or withdraw the job offer.

To confirm if you want to check the pre-employment checklist or withdraw the job offer,
complete the following steps:

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

¢ Go back

Pre-employment checks
The conditional offer has been accepted by
Liam MA

Would you like to

Y
() Check pre-employment checklist

N
L Withdraw offer

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

& Crown copyright

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

Important: In this example, the status is NOT STARTED as you haven't started the
applicant’s qualifications check.

To start the applicant’s qualifications check, complete the following step:

1. Select the ‘Qualifications’ link.

You're viewing NHS BSA Training  Change

Signed in as Liam M1 Sign Out

m Your feedback will help us to improve this service.
< Go back
Pre-employment checklist for Liam MA
The applicant accepted your conditienal job offer.
They now need to give pre-employment information before they can start their new job.
References
References
Identity
Home address COMPLETED
Identity check
Inter Authority Transfer (1AT)
Right to work
Right to work in the UK
Qualifications and registrations
Qualifications
Professional registrations
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Do qualifications need to be checked?
This page gives you instructions for how to confirm if the applicant’s qualifications need to be
checked.

To confirm if the applicant’s qualifications need to be checked, complete the following steps:

1. Select an answer:
e ‘Yes
e ‘No’
2. Select the ‘Save and 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.

< Go back

Qualifications
Does Liam MA need their qualifications
checked?

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

& Crown copyright
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Confirm the applicant doesn’t need a qualification check
This page gives you instructions for how to confirm the applicant doesn’t need a qualification
check.

Important: You'll only see this page if the applicant doesn’t need a qualification check.
To confirm the applicant doesn’t need a qualification check, complete the following steps:

1. Select the ‘Change’ link (optional).
2. Select the ‘Add a note’ link (optional).
3. Select the ‘Save and continue’ button.
or
4, Select the ‘Return to pre-employment checklist’ link.

You're viewing NHS B5A Training  Change

Signed in as Liam M1  Sign Out

m Your feedback will help us to improve this service.

Qualifications

Liam MA's qualifications

Qualification check needed 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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What you will need to know
This page gives you instructions for what you’ll need to know to complete the qualification
check.

Important: You'll only see this page if you're checking the applicant’s qualifications.
Read the information on the page and complete the following step:

1. Select the ‘Continue’ button.

You're viewing NHS ESA Training  Change

Signed in as Liam M1 Sign Out

m Your feedback will help us to improve this service.

< GO back

Qualifications

What you will need to know
We'll ask for the details of Liam MA's gualifications.
To complete this check, you'll need to know:

» the type of qualifications
» the subjects
« the dates the qualifications were received and checked

= who checked the qualifications

You'll also be able to add a note about the check

Return to pre-employment checklist

&

Privacy policy ~ Terms and conditions — Accessibility Statement  Cook

How to create and publish jobs

© Crown copyright
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Check the applicant qualifications
This page gives you instructions for how to check the applicant’s qualifications.

Important: In this example, no qualifications have been added.
To check the applicant’s qualifications, complete the following steps:

1. Select the ‘Add a qualification’ button.
or
2. Select the ‘Finish qualifications check’ 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.

Qualifications

Liam MA's qualifications

No gualifications have been added

Add a qualification
Finish qualifications check

Return to pre-employment checklist

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

Copyright: © NHS Jobs



Page 12 of 23

What are the qualification details?
This page gives you instructions for how to confirm the qualification details.

Important: You'll only see this page if you're adding an applicant’s qualification.
To confirm the qualification details, complete the following steps:

1. Inthe Type of qualification box, enter the details.
2. Inthe Subject box, enter the details.
3. 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.

< Go back

Qualifications

What are the qualification details?
Type of qualification

For example, GCSE

Subject

For example, Maths

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

For example, GCSE, and Maths.
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When were the qualification details received and checked?
This page gives you instructions for how to confirm when the qualification details were
received and checked.

Important: In this example, you’'ve added the qualification, GCSE and Maths.

To confirm when the qualification details were received and checked, complete the following
steps:

1. Inthe Date received Day, Month and Year boxes, enter the details.
2. Inthe Date checked Day, Month and Year boxes, enter the details.
3. 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.

< Go back

Qualifications

When were the qualification details received and checked?

Type GCSE

Subject Maths

Date received from Liam MA

For example, 15 3 2020
Day Month  Year

LI L]

Date checked

For example, 16 3 2020
Day Month  Year

-
=l

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

You must enter the dates in the DD-MM-YYYY format. For example, 15 03 2020.
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Who checked the qualification?
This page gives you instructions for how to confirm who checked the qualification.

To confirm who checked the qualification, complete the following steps:

1. Inthe First name box, enter the details.
2. Inthe Last name box, enter the details.
3. 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.

< Go back

Qualifications

Who checked the qualification?

Type GCSE
Subject Maths
First name
Last name

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

© Crown copyright
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Is the qualification acceptable?
This page gives you instructions for how to confirm if the qualification is acceptable.

To confirm if the qualification is acceptable, complete the following steps:

1. Select an answer.
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.

< Gobadk

Qualifications
Is the qualification acceptable?

Type GCSE
Subject Maths
TN
I\_ ) Yas
"
I\__ ) No

Fan . -
(J Needs further investigation

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

@ Crown copyright
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Do you want to add a note about the qualification?
This page gives you instructions for how to confirm if you want to add a note about the
qualification.

To confirm if you want to add a note about the qualification, complete the following steps:

1. Select an answer:
e ‘Yes
e ‘No’
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.

< Go back

Qualifications

Do you want to add a note about the qualification?

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: You'll only see this page if you're adding a note about the qualification.
To add a note, complete the following steps:

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

< GO back

Qualifications

Add a note

Subject

Detail

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

& Crown copyright
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Check qualification details
This page gives you instructions for how to check the qualification details.

Important: In this example, a note is added so the ‘Add another note’ button is shown.
To check, change, or confirm the qualification details, complete the following steps:

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

< Go back

Qualifications

Liam MA's GCSE Maths qualification

Type GCSE Change
Subject Maths

Date received 26 January 2022 Change
Date checked 26 January 2022

Checked by Joe Eloggs Change
Qualification accepted Yes Change
Qualifications checked The applicant's qualification check is satisfactory.

Add another note

Privacy policy Terms and conditions Accessibility Statement Cookies How to create and publish jobs
© Crown copyright
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Manage qualifications
This page gives you instructions for how to manage the applicant’s qualifications.

To manage the applicant’s qualifications, complete the following steps:

Select the ‘Review’ link (optional).

Select the ‘Remove’ link (optional).

Select the ‘Add a qualification’ button (optional).
Select the ‘Finish qualifications check’ button.

PwnNPE

You're viewing NHS BSA Training  Change

Signed in as Liam M1 Sign Out

m Your feedback will help us to improve this service.

Qualifications

Liam MA's qualifications

Proof of Qualifications

Type Subject What you can do
GCSE Maths Review or Remaove

Add a qualification

Finish qualifications check

Return to pre-employment checklist

)

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

& Crown copyright
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Are you sure you want to remove the qualification?
This page gives you instructions for how to confirm if you're sure you want to remove the
qualification.

Important: You'll only see this page if you're removing the applicant’s qualification.
To confirm if you're sure you want to remove the qualification, complete the following steps:

1. Select an answer:
e ‘Yes
e ‘NoO’
2. Select the ‘Save and 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,

< Go back

Qualifications
Are you sure you want to remove the Maths
GCSE qualification?

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

© Crown copyright
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Do you accept the qualifications?
This page gives you instructions for how to confirm if you accept the qualifications.

Important: If you select ‘Yes’, this will mark the check as completed. If you select ‘No’, this
will mark the check as rejected.

To confirm if you accept the qualifications, complete the following steps:

1. Select an answer.
2. Select the ‘Save and 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.

< Go back

Qualifications
Do you accept the qualifications?

N
| )
\_J Yes

This will mark the check as completed.

This will mark the check as rejected

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

© Crown copyright
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Check the qualifications status in NHS Jobs
This page gives you instructions for how to check the qualifications status in NHS Jobs.

Important: In this example, the status is COMPLETED as you’ve completed the applicant’s
qualifications check. You need to complete all sections of the pre-employment checklist
before you can issue a contract.

To go to another pre-employment check, complete the following steps:

1. Select a pre-employment link.

You're viewing NHS BSA Training  Change

Signed in as Liam M1 Sign Out

m Your feedback will help us to improve this service.
< GO back
Pre-employment checklist for Liam MA
The applicant accepted your conditional job offer.
They now need to give pre-employment information before they can start their new job.
References
References
Identity
Home address COMPLETED
Identity check
Inter Authority Transfer (JAT)
Right to work
Right to work in the UK
Qualifications and registrations
Qualifications
Professional registrations

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

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

You've completed the qualifications check in NHS Jobs and reached the end of this user
guide.
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Check the qualifications details in ESR
This page gives you instructions for how to check the qualifications details in ESR.

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

permissions.

1. The applicant’s qualification details are shown.

| £ Oracle Applications - TPLY - ESR Release ¥52.1.0.0C + LOC V2,14

First |Anthony
Title  Mr
Prefix
Suffix
Middle

Personal Employment  Office Details Applicant

Birth Date |01-JAN-1970
Town of Birth
Region of Birth
Country of Birth |United Kingdom

Effective Dates

From |01-JAN-2010 To

ntact Assi

Address (&

=]

Person

Person Types

Type

Title

Status

Grade
Establishment
Comments

Awarding Body

License | Tuition

Type for Action

© Qualifications(Admin01, Mr. Anthony)

File Edit View Folder Tools Window Help
BYS §L84P € 1R LE@L 5 EHSal?
E ] 3
Name
Gender Male Action
Last Admin01

Bachelors Degree Hons Start Date  [20-AUG-1999

BSc Business Property Managem End Date

Attained Awarded Date |20-AUG-1999

21 Projected Completion Date

City UmversiM Group Ranking

UCAS Further Information [ 1

Training Professional Membership  Qualifications Framework Details

License Number
Restrictions

Expiry Date

Subject Details
Subject

Status

Major Further Information

Start Date End Date Grade [1
O =

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

You've checked the qualifications details in ESR and reached the end of this user guide.
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