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Web Recruitment System — Managing Vacancies and applicants

1. Introduction to Release 3

The recruitment process begins with the identification and definition of a vacancy. This includes
developing/updating the role description and, for new academic-related and assistant staff vacancies,
the grading of the post. Posts which are graded are set up in CHRIS (the HR and Payroll System) by
the HR Division.

The new Recruitment Administration System (RAS) is used to:

o Find the details of a vacancy which exists in CHRIS (posts which have been graded or are
being refilled); or

e Record the vacancy details for a new academic or research post (these are not individually
graded so are not set up in CHRIS at this point).

Permission to fill a vacancy is then requested and granted in RAS. Once all required permissions for a
vacancy have been obtained, it can be advertised on the University Jobs Pages and in external media.

In RAS, a department/institution records whether or not the application method for a vacancy will be
using the University’s Web Recruitment System. Where the Web Recruitment System is to be used,
RAS will:

¢ Insert an ‘Apply online’ button on the advert for the vacancy on the Job Opportunities pages;
e Insert a URL in external adverts for the vacancy, which routes to the relevant advert on Job
Opportunities.

This first release of the Web Recruitment System focused on:

Allowing applicants to apply on-line via the University Job Opportunities pages;
Automatically acknowledging applications;

Allowing recruiters/administrators to manage and record the results of the selection process;
Allowing recruiters to view the data; and

Transferring the successful applicant(s) into CHRIS.

The second release of the Web Recruitment System focused on:

e Allowing applicants to copy personal details, qualifications and employment history from a
previous application;

¢ Allowing recruiters to send rejection emails and letters to applicants;

e Allowing recruiters to send electronic and manual reference requests;

e Allowing referees to upload their reference into the system.
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Release 3 of the Web Recruitment System focuses on:

Allowing recruiters to select and email applicants (at Offer stage) who need to provide
information for a Tier 2 Certificate of Sponsorship,

Allowing applicants to log back into their Web Recruitment account to enter the additional Tier
2 CoS information,

Allowing recruiters to download the applicant details required for a Tier 2 CoS so that it can be
attached to the rest of the CoS application and submitted to the Compliance Team for
processing,

Automated marking of an application as eligible for purging 12 months after the vacancy closes
(including extended deletion dates for those vacancies where CoS retention policies apply),
Allowing Super Users to mark a vacancy is a purging exception,

Automated deletion of un-submitted applications two months after the vacancy closing date,
Retaining anonymised data for future trend analysis and management reporting,

Allowing applicants to enter basic disclosure information when a vacancy has a basic
disclosure check selected within new RAS,

Generating lists of applicant information from within the Web Recruitment application, selecting
fields, saving criteria and exporting results to Excel (subject to normal vacancy security), and
Allowing recruiters to access PDFs using bookmarked pages so that they can navigate more
easily around an applicant pack, moving between applicants and documents.

Diagram 1 below shows how the different HR systems link together in the recruitment process.

Departments/institutions should transfer successful applicants to CHRIS using Web Recruitment and
can then still record the details of the offer made to the successful applicant in the CHRIS Recruitment
Module and return the CHRIS/10(A) Appointment Form with supporting documents to the HR New
Appointment Team for processing.

Future releases will add additional functionality, including the ability to record details of the offer within
the Web Recruitment System.

Queries relating to Web Recruitment should be directed to the CHRIS Helpdesk by emailing
chris.helpdesk@admin.cam.ac.uk.
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(HRIE

Diagram 1: HR systems linkages in the recruitment process
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Humian Resouree

2. Web Recruitment — Available Documentation

This manual forms part of the set of documentation for the Web Recruitment application, which
also includes:

Requesting a Certificate of Sponsorship;

Generating correspondence within Web Recruitment;
Generating Applicant and Referee reports; and

An overview of the applicant process.

This guide provides details of the main functions involved in managing vacancies and managing
applicant through the selection process.

The above documents and additional information, including a quick reference guide entitled
‘How to request a Certificate of Sponsorship’, a guide for Selectors, Frequently Asked Questions
and release notifications can be found on the HR Systems Web Pages.
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3. Setting up online applications

To enable applicants for a vacancy to use the online application form, you need to take the following
steps in new RAS:

1. Log onto new RAS and add/find a vacancy. The new RAS user guide can be found at:

http://www.admin.cam.ac.uk/offices/misd/services/staff/cam-only/index.shtml

2. Progress as per the normal new RAS process until you reach Step 2 — Job Details. Here, you
will see a new section relating to the application form:

Application Form
Form Type
& CHRIS5 © CHRIS6

Apply Online
#Yes © No

Number of Referees
GEo € 3

Click the Yes button under Apply Online if you would like applications for the vacancy to be
made via the new Web Recruitment system.

The type of application form (CHRIS/5 Application for Employment or CHRIS/6 Cover Sheet
for CVs) will be defaulted by RAS, in accordance with existing University policy (found at
http://www.admin.cam.ac.uk/cam-
only/offices/hr/recruitment/planning/application.html#methods), as follows:

e Academic — CHRIS/6
e Research — CHRIS/6
e Assistant — CHRIS/5
e Academic-related — CHRIS/5 or CHRIS/6; you have the option of stating the required
form for this type of vacancy.
Application Form
Beafm Type
@ CHRIS5 ¢ CHRIS6
Apply Online
*Yes © No
Number of Referees
o2 C 3
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Click on the appropriate Form Type.

Note: The Web Recruitment system will not allow applicants to add attachments a
CHRIS/5 Application Form so they must not be asked to do so in job adverts.
CHRIS/5 applications do not require attachments because all the details that any
applicant would provide in a cover letter and CV are requested within the form.
For example, the Suitability for the Role section should be used by an applicant
to explain, using specific examples, how they meet the requirements for the role
SO a cover letter is unnecessary.

The number of referees for the vacancy will default to two. If you require the applicant to
provide three referees then click on three:

Number of Referees
£

An extra space for the third referee will be displayed within the on line application form.

3. New RAS will look at the screening checks you have selected for the vacancy on Step 2 — Job
Details to determine which sections of the online application form should be displayed for your
vacancy.

If you have selected any of the Disclosure and Barring Service (DBS) checks (or the position
already has one selected and it remains applicable), whether essential before employment or
not, then the Web Recruitment System will display a DBS section in the application form for
applicants to complete information about any spent or unspent criminal convictions they may
have.

If you have selected a basic disclosure (or the position already has this selected and it
remains applicable), whether essential before employment or not, then the Web Recruitment
System will display a basic disclosure section in the application form for applicants to
complete details of any unspent criminal convictions they may have.

If you have selected a security check (or the position already has this selected and it remains
applicable), whether essential before employment or not, then the Web Recruitment System
will display a security section in the application form for applicants to complete.
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Screening Checks .

ESSENTIAL BEFORE

EMPLOYMENT

DBS Check

Disclosure and Barring Service (DBS) -
Enhanced

Disclosure and Barring Service (DBS) -
Standard

OH Medical Clearance
Security
Clinical Checks

Clinical School checks

Honorary Clinical Contract
INMC Registration

4. In Step 5 — Advertisements, it is strongly recommended that you upload a HR7 Further
Information document (formerly known as Further Particulars) to be displayed at the bottom of
your University’s Job Opportunities pages advert. You do this by clicking on the Add further
information file button before you add an advertisement.
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Viewing a vacancy

(KA00956) University Senior Lecturer (Honorary Consultant)

STEP 1 STEP 2 STEP 3 STEP 4 STEP 5
Job Type Job Details Funding Permission Advertisements

No advertisements for current vacancy.

I:| Add advertisement

No further information files for current vacancy.

Add further information file

Providing this information will ensure that prospective applicants have all the information they
need to decide whether or not to apply for your vacancy. This file is also visible to referees to
assist them in completing a suitable reference.

In addition, the HR7 Further Information template (http://www.admin.cam.ac.uk/cam-
only/offices/hr/forms/hr7/) contains a section which prompts you to inform applicants about:
e The online application process;
¢ Up to 5 documents that you would like applicants to upload in their application
(CHRIS/6 forms only) such as a CV, covering letter and research publication lists;
¢ Who they should speak to if they have any questions about the vacancy.

5. When you preview your advert for a vacancy in RAS, you will be able to see wording which
will be auto-inserted for you to direct applicants to:
e Click on the Apply online button (which will be inserted onto your Job Opportunities
advert); or
e Click on a link to the Job Opportunities advert (which will be inserted into adverts in
external media to route applicants to where they can find the Apply button):

The auto-inserted wording about how to apply online means that you do not need to include
information in your advert about the application process. However, please ensure that you do
provide details of the person applicants may contact if they have a question about the vacancy
or selection process.
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Library Invigilator test (Maternity
Cover)

Department/Location: University Library, Cambridge
Reference: VE02153

Closing date: 29 November 2013

Intereting and varied position

Maternity cover: This post is fixed-term until 31 January 2014 or the return
of the post holder, whichever is the earlier.

Once an offer of employment has been accepted, the successful candidate
will be required to undergo a health assessment.

To apply online or view further information please visit:

http://dev.jobs.internal.admin.cam.ac.uk/job/2492

Note:  Once you have written your advert(s), it is essential that you set up the University
Job Opportunities pages as a published media type in the Media Bookings
section of new RAS. Without this, there will be no way for applicants to access
the Apply button that they will need to click on to be routed to the Web
Recruitment System and the online application form.

Media bookings

MEDIA/PUBLICATION
University Job Opportunities Not published Publish § Preview | ﬁ

All other steps in new RAS not described here should be completed in the normal way. Please
see the new RAS User Manual for further details. This can be found on the HR Systems
Landing pages at:
http://www.hrsystems.admin.cam.ac.uk/systems/systems-overview/web-recruitment-system

A separate document has also been created that gives an overview of what the applicant sees
during the online application process. This document can also be found on the HR Systems

web pages.

Copyright © 2014 University of Cambridge Last Modified: July 2014 Page 10


http://www.hrsystems.admin.cam.ac.uk/systems/systems-overview/web-recruitment-system
http://www.hrsystems.admin.cam.ac.uk/systems/systems-overview/web-recruitment-system
http://www.hrsystems.admin.cam.ac.uk/systems/systems-overview/web-recruitment-system

Web Recruitment System — Managing Vacancies and applicants C@I S

4. Logging in and locating your vacancy/ applicant

4.1 Logging in to Web Recruitment

Use your Internet browser to go to https://hrsystems.admin.cam.ac.uk/hr-admin-ui/

_@: Tip: For future use, you may like to add the above link to your favourites in your browser or
create a shortcut on your desktop.

_@: Tip: The system can also be found on the HR Systems landing pages at:

http://www.hrsystems.admin.cam.ac.uk/

1. The screen below will be displayed. Click on the link Log-in with Raven button to access the
system.

UNIVERSITY OF
CAMBRIDGE

/ HR / HR Admin Web Application

Home

Home
Welcome to Cambridge University's HR Admin pages.

Log-in Siatus: You are not currently logged in
Please log-in using the bution below.

Log-in with Raven

The HR admin application is provided and managed by the Unified Administrative Service.
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2. Enter your Raven user-id and password.

UNIVERSITY OF
“> CAMBRIDGE

[ help |
UNIVERSITY OF
Yy CAMBRIDGE Raven Authentication Service

University of Cambridge > Computing Service = Raven

The web resource you requested requires you to identify yourself [help - why am | seeing this?]. This resource calls itself
'Recruitment Administration System (RAS) and is provided by the website uat .admin .cam.ac.uk. You should
only proceed if you are happy to be identified to this site.

EN

User-id:
Password:

[C] override login options for this session?

[help]

Always quit your web browser when you have finished accessing services that require authentication. Do not disclose your Raven password
to anyone and only enter it on web pages with URLs that start https: ~“raven.cam.ac. uk~. Please report attempts to obtain your
password by other means. L\\)

© 2013 University of Cambridge Study at Cambridge About the University Research at Cambridge

The system will then use your Raven user-id to identify which vacancies should be displayed to
you.

UNIVERSITY OF
CAMBRIDGE

/ HR / HR Admin Web Application

Home Vacancies Logout

Vacancies
Below is a list of vacancies you have access to. Use the search boxes or page through to find a specific vacancy

£ Find Applicant -

A star (*) indicates an applicant has requested Reasonable Adjustments to the interview process

Job Reference

. Job Title ¢ Status < . . ) )
Al E Closing Date & Applicants Actions Access
AHO2327 Senior Clerk Open 12-Apr-2014 0 # Manage Vacancy v Contributer
. Read Only
AM02263 Research Assistant Open 11-Apr-2014 307 # Manage Vacancy M Access
AW02219 Research Associate Open 11-Apr-2014 30* # Manage Vacancy - Administrator
" Read Only
AW02269 Research Associate Open 11-Apr-2014 30 & Manage Vacancy  ~ P —
PHO02258 University Lecturer Open 12-Apr-2014 0 # Manage Vacancy - Contributer
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4.2 How to search for a vacancy in Web Recruitment
4.2.1 Search Option 1 — By status

Log in to the Web Recruitment System. The Vacancies Tab will display all the vacancies that you
have access to.

HR / HR Admin Web Application

Home Vacancies Admin Logout

Vacancies
Below is a list of vacancies you have access to. Use the search boxes or page through to find a specific vacancy.

A Find Applicant -

# star (*) indicates an applicant has requested Reasonable Adjustments to the interview process

Job Reference

~ Job Title ¢ Status ¥

g Al E Closing Date & Applicants Actions Access
ARD02295 Research Fellow UAS - 23 Open 12-Apr-2014 0 # Manage Vacancy ~ ~ Administrator
ARD02304 Research Fellow UAS - 23 Open 12-Apr-2014 1) # Manage Vacancy - Administrator
ARD2309 Research Fellow UAS - 23 Open 12-Apr-2014 0 # Manage Vacancy - Administrator
AT02218 Research Assistant UAS - 25 Open 12-Apr-2014 0 & Manage Vacancy v Administrator
AT02230 Research Assistant UAS - 25 Open 12-Apr-2014 0 # Manage Vacancy  ~ Administrator
AT02246 Research Assistant UAS - 25 Open 12-Apr-2014 0 # Manage Vacancy v Administrator
AT02267 Research Assistant UAS - 25 Open 12-Apr-2014 [} #& Manage Vacancy = Administrator
AT02232 Research Assistant UAS - 25 Open 12-Apr-2014 0 # Manage Vacancy - Administrator

By default All vacancies are displayed.

Job Reference Job Title ¢ Status ¢

g Al % Closing Date % Applicants Actions
AH02327 Senior Clerk Open 12-Apr-2014 0 # Manage Vacan
AKD2161 Research Assistant Open 11-Aor-2014 an* # Manage Vacant

You can display just Open or Closed Vacancies by selecting from the drop down box.
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At the top of the Job Reference column you will see a white search box. Enter data into this box
to search for specific details on a vacancy.

Job Reference
&

[mﬂ

There is no need to press enter on your keyboard when using the filters; just type into the field and
the screen will filter automatically to provide a list all the data that meets your current search
criteria.

Job Reference

~ Job Title & Status &

& Al E Closing Date < Applicants
AW
AW02219 Research Associate Open 11-Apr-2014 30*
AW02231 UAS - 26 Open 12-Apr-2014 3*
AW02247 Assistant to Stu Open 12-Apr-2014 30"
AW02269 Research Associate Open 11-Apr-2014 30
AW02283 UAS - 26 Open 12-Apr-2014 30%

4.2.2 Search Option 2 — Using the filters

Log in to the Web Recruitment System. The Vacancies Tab will display all the vacancies that you
have access to.

/ HR { HR Admin Web Application

Home Vacancies Admin Logout

Vacancies
Below is a list of vacancies you have access to. Use the search boxes or page through to find & specific vacancy

A Find Applicant -

# star (*) indicates an applicant has requested Reasonable Adjustments to the interview process

Job Reference

" Job Title & Status %

g Al E Closing Date & Applicants Actions Access
AR02295 Research Fellow UAS - 23 Open 12-Apr-2014 0 # Manage Vacancy v Administrator
ARD2304 Research Fellow UAS - 23 Open 12-Apr-2014 0 #& Manage Vacancy - Administrator
ARD2309 Research Fellow UAS - 23 Open 12-Apr-2014 0 # Manage Vacancy - Administrator
AT02218 Research Assistant UAS - 25 Open 12-Apr-2014 0 # Manage Vacancy v Administrator
AT02230 Research Assistant UAS - 25 Open 12-Apr-2014 ] # Manage Vacancy - Administrator
AT02246 Research Assistant UAS - 25 Open 12-Apr-2014 0 # Manage Vacancy hd Administrator
AT02267 Research Assistant UAS - 25 Open 12-Apr-2014 1] # Manage Vacancy - Administrator
AT02232 Research Assistant UAS - 25 Open 12-Apr-2014 0 # Manage Vacancy - Administrator
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At the top of the Job Title column you will see a white search box. Enter data into this box to
search for specific details on a vacancy.

Lob Titlg

Research

You see the screen filter automatically to provide a list all the data that meets your current search
criteria.

Job Reference

~ Job Title ¢ Status &

i Research Al El Closing Date < Applicants
AKD2161 Research Assistant Open 11-Apr-2014 30*
AMD2263 Research Assistant Open 11-Apr-2014 30*
ARD2217 Research Fellow UAS - 23 Open 12-Apr-2014 0
AR02229 Research Fellow UAS - 23 Open 12-Apr-2014 0
ARD2241 Research Fellow UAS - 23 Open 12-Apr-2014 0
ARD2245 Research Fellow UAS - 23 Open 12-Apr-2014 0
AR02266 Research Fellow UAS - 23 Open 12-Apr-2014 0
AR02281 Research Fellow UAS - 23 Open 12-Apr-2014 0
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4.3 How to search for an applicant in Web Recruitment

1. Log into the Web Recruitment System. The Vacancies Tab will display all the vacancies that
you have access to.

/[ HR / HR Admin Web Application

Home Vacancies Admin Logout

Vacancies
Below is a list of vacancies you have access to. Use the search boxes or page through to find a specific vacancy

A Find Applicant -

A star (%) indicates an applicant has requested Reasonable Adjustments to the interview process

Job Reference

~ Job Title & Status ¥

k2 Al Closing Date & Applicants Actions Access
AR02295 Research Fellow UAS - 23 Open 12-Apr-2014 # Manage Vacancy Administrator
ARD2304 Research Fellow UAS - 23 Open 12-Apr-2014 # Manage Vacancy Administrator
ARD2309 Research Fellow UAS - 23 Open 12-Apr-2014 # Manage Vacancy Administrator
AT02218 Research Assistant UAS - 25 Open 12-Apr-2014 # Manage Vacancy Administrator
AT02230 Research Assistant UAS - 25 Open 12-Apr-2014 # Manage Vacancy Administrator
AT02246 Research Assistant UAS - 25 Open 12-Apr-2014 # Manage Vacancy Administrator
AT02267 Research Assistant UAS - 25 Open 12-Apr-2014 # Manage Vacancy Administrator
ATD2282 Research Assistant UAS - 25 Open 12-Apr-2014 # Manage Vacancy Administrator

2. Click the Find Applicant button at the top left of the page

U?r RSITY OF
CAMBRIDGE

/ HR / HR Admin Web Application

Home Vacancies Admin Logout

Vacancies

Eelou iz a list of vacancies you have access to. Use the search boxes or page through to find a specific vacancy

£ Find Applicant -

A star (*) indicates an applicant has requested Reasonable Adjustments to the interview process

Job Reference Job Title = Status &

Al =]

»
w

Closing Date % Applicants

AKD2161 Research Assistant

AKD2264 Lector Open 12-Apr-2014 0 &

AK02290 Lector Open 12-Apr-2014 0 &

*
AHO02327 Senior Clerk Open 12-Apr-2014 0 &
Open 11-Apr-2014 30" #

AMD2215 UAS - 21 Open 12-Apr-2014 3* & %
ot I o AR s e i A A ints, I B e g . e o ah L A e,
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3. The Find Applicants window will be displayed. This will allow you to search for an applicant
across all your vacancies by entering certain data, for example Forename, Surname, Date of
Birth. Enter the data you wish to sort by and then click on the Search for Applicant button.

Find Applicants

Use this window to search for an applicant accross all of the vacancies to which you have access. Clicking on an applicant will navigate to

the corresponding vacancy.

Search results are limited to the first 50 applicants found

Forename:

Date of Birth:

Vacancy Ref:

Sumame:

NI Mumber:

Wacancy Title:

4. The results of your search will be displayed.

Brown, Donald

Brown, Louise

Applicant Name

Brown|

Vacancy

AWD2269: Research Associate

AWD2269: Research Associate

£ Search for Applicant

£ Search for Applicant

Info

5. You can click on the ‘i’ icon under the Info column to review the submitted date, stage and
status details of their application.

ate

Full Name:

Submitted
Date:

Stage:

Status:

Brown, Amber E

12-Feb-2014
15:23:26

Application
Received

Active
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5. Managing vacancies

5.1 Introduction

If you were listed in the new RAS system as the recruiter for the vacancy then, initially, you will be the
only person with the ability to access that vacancy. You will have Administrator access, which means
that you can view and process applications.

Additional access of different levels can be added using the Permissions function. See the section on
this topic for more details.

The vacancy list displays all the vacancies to which you have any form of access rights. The type of
access you have will be shown in the right hand side of the table.

Vacancies
Below is a list of vacancies you have access to. Use the search boxes or page through to find a specific vacancy

£ Find Applicant -

Show vacancies with recruitment complete

A star (*) indicates an applicant has requested Reasonable Adjustments to the interview process

Job Reference

~ Job Title ¢ Status ¢

= Al |Z| Closing Date % Applicants Actions Access
02317 Unestablished Lecturer Advert closed 26-Feb-2014 20% # Manage Vacancy = Administrator
02694 Fixed Term (3 Year) University Lectureship Advert closed 14-Mar-2014 11* # Manage Vacancy < Administrator
02805 Research Associate in Theological Ethics Advert closed 14-Apr-2014 1 # Manage Vacancy hd Administrator
02852 Research Associate Advert closed 22-Apr-2014 0 # Manage Vacancy — ~ Administrator

All vacancies that have not been marked as Recruitment Complete will not be displayed, unless you
check the box to see these:

Show vacancies with recruitment complete

Please see the section on completing recruitment for further details.

You can also change the status to display only those vacancies where there is an Advert live (i.e. the
closing date for applications has not yet passed) or vacancies with an Advert closed (i.e. the closing
date for applications has passed).

Al
Advert live
Adver closed

To look at the history of filled vacancies (for example, to review the recruitment process the last time the
job was advertised) then you can use the Job Reference and Job Title search boxes, or sort your
vacancies based on Closing Date. Remember to tick the Show vacancies with recruitment complete
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box, as required.

Note: To facilitate compliance with the University’s existing retention policy for recruitment
documentation, un-successful candidate data older than 12 months will be deleted from
the system automatically, unless the successful candidate requires a Tier 2 Certificate of
Sponsorship. This is because UK Visas and Immigration (UKVI) requires us to retain
recruitment documents for 12 months or until a UKVI compliance officer has examined
and approved them, whichever is the longer period.

Anonymised candidate information will also be retained for the purposes of equal
opportunities trend analysis. In exceptional circumstances (e.g. because of ongoing legal
proceedings), you must contact your HR Business Manager or the Head of Recruitment
to agree that recruitment data may be kept for longer than the standard period. Once this
has been agreed, the CHRIS Helpdesk will need to be instructed to add an exception flag
to the vacancy along with a reason to prevent the data being deleted according to the
normal purging schedule.

Once you have identified the vacancy you wish to view/manage, you can choose to give others access
to the vacancy.

5.2 Giving others access to a vacancy

5.2.1 Introduction — Web Recruitment roles explained

The ability to access a vacancy in Web Recruitment is granted on a vacancy by vacancy basis.

Initially, when the vacancy is imported from RAS, there will be a single administrator (admin)
user granted access automatically: the RAS user for the vacancy. This person will be responsible
for assigning user roles to others as required. People without a Raven password, such as people
external to the University, cannot be granted system access. Any external members of appointing
bodies will need to be emailed an application pack or provided with hard copies (please see
section on emailing an applicant pack for details).
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There are three different user roles for a vacancy that you can assign to anyone with a raven
password. These are:

Role | Available actions |

READ: Has the ability to:

e View applications and see what stage and status they are.

e View documents uploaded to the vacancy and applicant
records.

o View all pending and completed correspondence.

e View at vacancy level whether any of the applicants have
requested reasonable adjustments (but not which applicant).

e Create an applicant/ referee report.

e Report on a vacancy.

e Generate an HR11 selection grid.

WRITE: Same as above plus can:

¢ Change an applicant stage/status.

e Add notes to an application via the notes window

(pending).

Upload documentation to the vacancy and application.

Configure contact and reference details.

Customise rejections.

Re-activate rejected candidates.

Send rejection emails.

Can switch correspondence to manual and can download pdf

rejection and reference documents.

Can request a reference.

Can manually upload a reference.

Record an applicant as requiring/not requiring a CoS.

Request an applicant to provide information for a CoS

application.

View completed CoS information.

e Record an offer made.

e Record an offer outcome.

ADMIN: Same as above plus can:

e Add, edit and remove manual applicants.

o Transfer preferred applicant(s) into CHRIS.

e Give others access to the vacancy by assigning one of the
three user roles to them.

e See at applicant level which applicants have requested
reasonable adjustments.

¢ View reasonable adjustments requested, in the Notes field for
an applicant.

e Complete recruitment on a vacancy.

There are also three roles which can be applied to a user to give them system wide
permissions. These access levels can only be granted by a SUPER-USER, normally the MISD
systems administrator or the CHRIS Helpdesk and are designed for use by central HR teams and
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technical development and support.

Role | Available actions |
SUPER-USER: Has ADMIN level permission to all vacancies in the system,
including the ability to change the retention policy for a vacancy.
SUPER-READ- Has READ level permission to all vacancies in the system.

ONLY:

REPORTER: Used by reporting system. Will have an associated list of
organisational units on which they can report using Discoverer.

5.2.2 Assigning Access Rights

To grant other access to a vacancy you are administering:

1. Click on the Manage Vacancy button next to the vacancy.

# Manage Vacancy -

W

2. The Vacancy Overview screen will be displayed. Select Permissions.

Home Vacancies Admin Reports Logout

02317: Unestablished Lecturer

Vacancy Overview

Applicants
Vacancy Overview
Process Applicants (200

Click fo complete recruitment on this vacancy
Manage Manual Applicants ()

. to the vacanc; area, from here you are able to:
Vacancy Configuration J &
w View and manage spplicstions to this vacanoy

w Handle rejection communications end reference requests

w Mansge offers and Certificate of Sponsorship (CoS) requests

Tasks

Manage Rejection Comrespondence
'ge Rel pol 0 M e e

Manage Reference Requests m View and confirm tasks relating to this vacancy

w Msintsin vacancy notes snd sttschments
Manage Offers (0}

Manage CoS Reguests (0)
Applicant & referee report
Correspondence
Use the button below to download an Excel workbook contsining three worksheets: an applicant contsct detsils list, 8 referee contsct
Awaiting Confirmation (0) detsils list, and an applicant list without contac detsils

Completed and Others (0) Applicant & referee report

View or Record Correspondence

Permissions

Notes (0]

Application Stages Media

Attachments (7) Application Stages Overview

Ml Committee/Board

I offer
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The Vacancy Permissions screen will be displayed:

Vacancy Permissions
Us= this form to allow other people to view { edit this vacancy and its applicants. The roles available are listed in the Applicant Guidance
m + Add new user adds a new user
m - Remowve removes s user
m Always click Save permissions to save your changes
CRSID Role Remaowve
av4D4 READ — Remove
pab&1 READ = Remoaove
nmm31 READ = Remove
pam26 ADMIM = Remoave
pg34s READ = Remoaove
kmja2 READ - Remove
mpc5S2 READ = Remove
img 1004 READ = Remove
ses42 READ = Remove
{1 of 1) 1
+ Add new user ® Save permissions
3. Click on the ‘Add new user’ button.
jmg 1004 READ = - Remaove
zes42 READ = = Remaove

+ Add new user

(1 of 1)

M Save permissions

A new row will appear as shown below.
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zesd?

+ Add new user

jmg 1004 READ

READ

READ

{1 of 1) 1

B Save permissions

- Remove

- Remove

= Remove

4. Add the CRS-ID (e.g. aa999) for the person you wish to give access to the vacancy and
select a user role for the person.

Role

Roles within the Web Recruitment System are explained at the start of this section.

5. Click on Save permissions, or click on the Add new user button again to add an
additional user.

sesd2

mgEGE

jmg 1004

READ

READ

WRITE |

(1 of 1) 1

4+ Add new user ® Save permissions

= Remove

- Remove

- Remaove

Note:

The CRS-ID is being checked against the CHRIS system to identify the email
address for the user. If there is not email address in CHRIS you will need to
get the user to contact the CHRIS Helpdesk to resolve this before you can
add them. Only the CRS-ID is shown (not the name) so please ensure that it
is accurate otherwise the person you have selected will not be able to see
the vacancy in the Web Recruitment System.
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Note: A single person may have multiple CRS-IDs. You will need to ensure that
you enter the ID that the person wishes to use to log on to Web Recruitment.

_@: Tip: If you have added someone incorrectly then just click on the Remove button
to delete their access to this vacancy.

aj23 READ E - Remaove

5.3 Storing recruitment documents and notes against a vacancy

5.3.1 Uploading and storing vacancy documents

You may find it helpful to store documents relating to the recruitment process for a vacancy within
the system so that you have everything saved in one place. For example, you may like to upload
the following documents for a vacancy:

e HR7 Further Information template (http://www.admin.cam.ac.uk/cam-
only/offices/hr/forms/hr7/);

e HRG6 Selection Criteria template (http://www.admin.cam.ac.uk/cam-
only/offices/hr/forms/hr6/);

e HR11 Selection Results Grid (http://www.admin.cam.ac.uk/cam-
only/offices/hr/forms/hr11/);

e HR15 Selection Process Schedule (http://www.admin.cam.ac.uk/cam-
only/offices/hr/forms/hr15/).

@ Tip: Store documents against a vacancy if they relate to the job, the recruitment process or
multiple applicants. Store documents against an applicant if they relate to one applicant only.

Please note: under Data Protection legislation, all applicants are entitled to make a subject
access request to see all personal data held on them, including documentation from the
recruitment process. Therefore, it is vital that any recruitment documentation stored within the
system or elsewhere) contains appropriate information which demonstrates that a fair, objective
process took place.

To upload such documents to a vacancy that you are administering:

1. Click on the Attachments option.
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Correspondence

Awaiting Confirmation (2)
Completed and Others (4)

View or Record Correspondence

Permissions

Motes (0)

Attachments (0)

The Vacancy Attachments screen will be displayed. This includes information about the
types of file that can be uploaded.

AWO02219: Research Associate

Vacancy Attachments

You can upload documents which relate to the vacancy as a wholg, such as a selection results grid or Appointments Committee minutes. Select the
documents and press the upload button. The following file types are supported: * pdf, *.doc, *.docx, * ppt, * ppbx * tt, * rif.

Please note that for security and compatibility all documents are converted to PDF format.

If you have read-only access to this vacancy then you will be able to view attachments but not upload or delete them.

+ Choose

Time Filename Action

Mo records found.

2. Click on Choose. Your file directory will then be displayed.
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5 Choose File to Upload T— T —— . ==
m [1]» Computer » mg666 (\internalhame\home directories) (M:] » My Documents » < [ ][ Searc r
Organize ~ Mew folder =~ 0 @
T | Name + Date modified Type Size |
P Deskiop =1 RE Athena Swan Logo in RAS 04/10/201317:12  OutlookTtem 73K8 |
Web Recruitment Documentation 21 RE SQL script for Web Recruit LIVE instance 04/10/201311:26  OutlookTtem e b
New RAS Documentation [ web-recruit-0.10-baseline.sgl 03/10/2013 1401 SQLFile 95 k8 L
Intemal Change Control =1 RE Approval for new RAS fix 02/10/20131902  Outlookltem uKe
Recruitment Programme @] Project Group Agenda 20130822 30/09/20130108  Microsoft Word D.. 56K8
New RAS 1, Silver award logo 25/00/201322:21  Compressed (ipp.. 6,092 KB
RAS2 @] Room booking 2B/09/20131102  Microsoft Word D.. 14 K8
Occupational Health ] grading_reward 2013 09 16.5q1 16/08/2013 SQL File 37 k8
MG FOLDER Occupational Health = B cRmin 13/09/2013 Microsoft Excel 3K8
# Downloads ) 6R min 13/08/2013 Microsoft Excel k8
2] 5V feedback WR 20131641 Microsoft Excel C. 2k8
4 Libraries @] new RAS email dist list Sth Sept13 Microsoft Word D... 15K8
4 Documents @] Recruitrment Projects - Release 1 Stakeholder Impact analysis v Microsoft Word D... 28
& Music ol test 20131408 XPS Document 81 k8
I Pictures ] Lecturers and Senior Lecturers (clinical and non clinical) - iRecruitment application .. 10/09/201212:36  Microsoft Word 8. 200 k8
= Videos B empty 10/09/20131311  Microsoft Excel C... 1K8
@] Password Validation Script 04/08/201314:38  Microsoft Word D.. 17k8
8 Computer || @) Oracle Password Rules 04/08/2013 1424 Microsoft Word D.. 16 k8
£, DoNet Use! () & Functional Requirements - Reporting (2) 03/08/20131802  Micrasoft Word D.. 3% k8
5 I Share [WinternaNgeneral) (1) 58] Benefits of the Recruitment Project Report - Indi's Version Microsoft Word 9... 11K8
5 MIS Division (\internah division\MISD) (K) 5] Benefits Log - Current Version Microsoft Excel 97... 50 K8
% mg666 (internalhome\home directories) (M) 58] Job Groups to Add (2) 20131448 Microsoft Word 9... 85 k8
8 R Shara Ntintarnall aznaral) (R4 k2 BN RIS asrmnail dict lick in rer N2/MarN12 17.40 Mirracnd f Eveal © 1R A2
File rame || | [aFiles (=) =

3. Select a file to be uploaded and click on Open.

The file name will be displayed on screen.

+ Choose 2 Upload @ Cancel
HRT Further Information.doc x
Time Filename Action

No records found.

The document will then be uploaded. The time and file name will be displayed as shown
below.

4+ Choose

Time Filename Action
28-Jan-2014 10:26:58 UL - LfL jobs. ac.uk screenshot + Download File il
17-Jul-2014 14:01:44 Pre-Installation Checklist Form 4+ Download File .

To check the file content, click the Download File button in the action field. To
delete the document, select the Delete File option in the action field.

@ Tip:
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Action

* Download File -

-

@ Delete File

5.3.2 Recording vacancy notes

You are able to add notes against a vacancy, which provide an auditable trail of information. You
may wish to use this function to record that key events have taken place in the process,
particularly where there is more than one person providing administrative support for a vacancy.
For example, you may wish to record the date that short-listing will be completed by the
Appointing Body, that you have sent invite to interview letters out or that you have booked a
particular room for interviews. Information about individuals should not be recorded here - you
can also add notes to individual applicants (see the section on adding notes to an applicant’s
record).

1. Click on the Notes option.

Correspondence

Awaiting Confirmation (2)
Completed and Others (4]

View or Record Correspondence

Permissions

Nntesiﬂf

Attachments (1)

The Vacancy Notes screen will be displayed.
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Vacancy Notes

These notes provide a history of the wacancy - they are an auditable trail and can be used to note interviews or other relevant information. You can also add
notes to individual spplicants. You should mot include personal information about any individual applicant in these vacancy notes.

“fou cam also add notes fo individual spplicants. You should not include personal information sbout any individual applicant in these vacancy notes.

If you hawve read-only access to this wacancy then you will be sble to view notes but not add or edit them.

Mew Mote (230 characters remaining)

Interviews will be helo on 1st ﬁ«ugubt. Room F25 booked 14:00 to 16:00

+ Add Note

2. Enter your note in the New Note text box.
Vacancy Notes

These notes provide a history of the vacancy - they are an auditable trail and can be used to note interviews or other relevant information. You can also add
notes to individual sapplicants. You should not include personal information about any individual applicant in these vacancy notes.

You can slso add notes to individual spplicants. ou should not include personal information about amy individual applicant in these vacancy notes.

If you have read-only access fo this vacancy then you will be sble to view notes but not add or edit them.

Mew Mote (230 characters remaining)

Interviews will be helo on 1st Auguls:t. Room F25 booked 14:00 o 16:00

Added

Date Note
by
17-Jul-
2014 mg666  the inferview are scheduled for Monday
14:03:35

3. Click on Add Note. The details of your note, the date it was added and your CRS-ID will
appear in the table underneath.

New Note (1000 characters remaining)

Date Added Note
by
13-Mar-
2014 het27 Interviews will be held on 03/04/14. Room F59 booked 12:00 - 16:00
17:40:07
.~ AddNote
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5.4 Viewing the advert/further information for the vacancy

1. If you want to remind yourself of the advert details when reviewing applicants, you can click on the
View Advert option from the drop-down menu.

+ Download Applications -

@ Create Selection Grid 1 hes req

&= Email Applications [ el

P View Advert

N R TET M L

This will display the text from the University Job Opportunities advert for the vacancy.

AMO02263 Research Assistant }

Job ref : AM02263

Post Title : Assistant post

Title : UAS - 21 (Maternity Cover) A
Org Unit : Pensions Section, Bedford

Category : Assistant staff

Max Salary : £15 658-£18,005

Published : 16-Dec-2013

End date : 12-Apr-2014

Maternity cover: This post is fixed-term for 3 months or the return of the post holder, whichever is the e

Once an offer of employment has been accepted, the successful candidate will be reguired to undergo
(DES) and a security check.

To apply online for this vacancy, please click on the 'Apply' button below. This will route you to tneir?

where you will need to register an account (if you have not already) and log in before completing the on
i g gpnnan e e ittty o s gl Mt g s

The further information document is also shown underneath the advert.

6. Managing applicants through the selection process

6.1 Introduction

Applicants can be managed through the stages of the selection process, and actions undertaken in
relation to applicants, by making use of the facilities within the Process Applicants screen.

1. From the main vacancy listing screen, select the vacancy you wish to process and click on Manage
Vacancy button.
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Vacancies
Below is a list of vacancies you have access to. Use the search boxes or page through to find a specific vacancy.

£ Find Applicant -

A star (%) indicates an applicant has requested Reasonable Adjustments to the interview process

Job Reference

~ Job Title % Status %

e Al |z| Closing Date % Applicants Actions
AHD2327 Senior Clerk Open 12-Apr-2014 0 # Manage Vacancy -
AMD2263 Research Assistant Open 11-Apr-2014 30* # Manage Vacancy -
AWD2219 Research Associate Open 11-Apr-2014 30" # Manage Vacancy ] A
AWD2269 Research Associate Open 11-Apr-2014 30* # Manage Vacancy =~
PH02258 University Lecturer Open 12-Apr-2014 0 # Manage Vacancy b

2. Select Process Applicants.

Vacancies Admin

Vacancy Onverview

Applicants

Process Applicants (20)

Manage Manual Applicants (4

WVacancy Configuration

The Applicants screen will be displayed with the Received tab selected. This shows all applications
that have been received but not yet assessed.
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= ..

All(30) | Received (30) Fphort Listing (0)  Selection One (0)  Selection Two (0)  Selection Three (0) %

Application Received ;

This shows all applicants whose applications have been received but who have not been assessed. You can use the o
processes. For example:

m If you sift out unsuitable candidates who do not meet one or more essential selection criteria before carrying out a 5
ihem on this tab

m [f you are not sifting out applicants, then you will wish to move all applicants from this tab to the Shortlisting stage
interviewing there.

m You could use Selection One for a preliminary round of interviews/selection tests and Selection Twn for a secon

Committee/Board stage when an appointment needs to be approved by an Appointments Committee or Board of Elec

fo uze all the stages
You must move all candidates formally considered by an Appointments Committee or Board of Electors to the Committ
to
Statutes or Ordinances.

You must move all candidates you have made a conditional offer to the Offer stage.

m For rejected candidates, change their status to Rejected.

m If a candidate has withdrawn, change their siatus to Candidate Withdrawn.
m To progress a candidate to the next stage, choose the appropriate option from Set stage to... {
*+ Download Applications -
A star [*) indicates an applicant has requested Reasonable Adjustments to the interview process
Candidate name %
Notes  Files Actions
S - f- - - il Mrf'\rwﬁ"q.'*\‘*~m

You can view any applications at other stages in the process by clicking on the relevant tab. The
All tab shows all applicants for the vacancy, stating the stage they have reached (e.g. short-listing)
and their status (e.g. rejected).

=
‘.I

All(30) Received (30) Short Listing (0)  Selection One (0)  Selection Two ['

All Applicants

This page shows all applicants for this vacancy. Either select an action on an individual
down menu at the top of the table.

SRGP SPSN _a  N

Copyright © 2014 University of Cambridge Last Modified: July 2014 Page 31



Web Recruitment System — Managing Vacancies and applicants C@I S

6.2 Adding, sharing and reviewing applications
6.2.1 How to view applications for a vacancy

You can view individual, selected or all applications for a vacancy.

1. Toview an individual application, click on Download Application next to the relevant
applicant.

Candidate name < Status

Notes  Files Actions Al El

Abbott, Pauline 0 0 + Download Applicati(@ - Active

A pop-up window will appear, showing a PDF of the application.

Note: If you are using Internet Explorer and experience any error messages when viewing a
PDF, this is likely to be due to an issue with plug-ins on your PC. If this occurs, a
workaround is to download the file and then open it from your file system. This will
bypass the Adobe plug-ins for Internet Explorer.

2. To view multiple applications (either a selection or all applications), tick the box to the left of
the relevant applicants names or click on the select all box, as shown below.

Fa

Candidate name <

o Abboit, Pauline
o Alexander, Leonard
o Alford, Kelly

o Anderson, Chris

3. Click on the Download Applications button.
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+ [Download Applications -

nas requested Reasonable Adjusiments to t

Fa

Candidate name %

o Abbott, Pauline
o Alexander, Leonard

o Alford, Kelly

Your browser will then prompt you to save or open the pack.

4. Select Open.

A PDF/A pack of the application will be displayed, which will include the applicants’ application
forms and, in the case of a CHRIS/6 form, any attachments they provided.

The PDF/A can be printed using File/Print.

Note: The Equal Opportunities and Request for Reasonable Adjustments sections of the
application form are not displayed in this PDF. They have been automatically separated
out by the system as this information must not be used as part of the selection process.

Note: If you are using Internet Explorer and experience any error messages when viewing a
PDF this is likely to be due to an issue with plugins on your PC. If this occurs a

Copyright © 2014 University of Cambridge Last Modified: July 2014 Page 33



Web Recruitment System — Managing Vacancies and applicants

c@is

workaround is to download the file and then open it from your file system and this will
bypass the Adobe plugins for Internet Explorer.

5. To look at a bookmarked version of the PDF, click on the bookmark icon in the left hand menu
as shown below.

T4 SelectedApplications.pdf - Adobe Reader “—‘ - () ———— L= | = o
File Edit View Window Help *
B @ =oe=H6|o < commens

O The file you have opened complies with the POF/A standard and has been opened read-only to prevent modification.

] UNIVERSITY OF
CAMBRIDGE

Application for Employment

Applicant Name Emma Mayhew
Position applied for Senior Investigator Scientist
Department Whipple Library

Vacancy reference

03240: Senior Investigator Scientist

You can then see the documents in the pack listed separately by candidate.

11 SelectedApplications.pdf - Adobe Reader el x
File Edit View Window Help x
Bem=| @@L |HE e 2|
(@) Thefile you have opened complies with the PDF/A standard and has been opened read-only to prevent modification.

[L] | Bookmarks I |‘|
P =8 B g- UNIVERSITY OF Application for Employment| ||
= [F Emma Mayhew % CAMBRIDGE
& [P Application:
Emma Mayhew Applicant Name Emma Mayhew
EL‘J F Attachment: Demo| Paosition applied for Senior Investigator Scientist

feedback form

[P Attachment: Demo
feedback form

=[P Lee Pinhey
[P Application: Lee

Pinhey

[P Attachment:
Attendees

Department

Whipple Library

Vacancy reference

03240 Senior Investigator Scientist

PERSONAL DETAILS

Last name Mayhew
First name(s) Emma
Title Mrs
Current address XX,

XK,

Australia

(]

Primary phone number oK

Secondary phone number

Email address

Immigration status

UK NI Number

simon01@yahoo.com

Are you a seftled worker (i.e. do you have the permanent right to work in the UK — for
example as a British or EEA citizen)?

No

If no, do you already have temporary permission to work in the UK?
No

It yes, please specify your visa type and end date:

Availability or Notice Period

You can click on any applicant or document to go directly to their application form or

attachments.
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Bookmarks |

3~ (&

"B UNIVERSITY OF Application for Employment
» CAMBRIDGE

=P Emma Mayhew P —
Applicant e Pinhey
ir Application: Pasition applied for Senior Investigator Scientist
Emma Mayhew Depanment Whippie Library
EF A‘t‘tachment: Demo acancy reference 03240 Senior Investigator Sciendst
feedback form
EF A h D PERSONAL DETAILS
ttachment: Demo
feedback form Last name Pinhey
= _ First name{s) Lee
[F Lee Pinhey e v
[P Application: Lee Current address .,
Pinhey Beiados
' Attachment:
Attendees
Primary phone number 0
Secondary phone number
Email address simond2@yahoo.com
Are you a settled worker (i.e. do you have the permanent right to work in the UK, — for
example as a British or EEA citizen)?
No
If no, do you already hawe temporary permission to work in the UK?
Immigration stanis o
If yes, please specify your visa type and end date:
UK I Numiber
Availability or Motice Period
Note: A number of departments/institutions provided feedback that they want to be able to view

applications as soon as they are submitted so that short-listing can be conducted on a
staggered basis. The system has been designed to meet this requirement but you should
be aware that this means that:

e Appointing bodies must carry out benchmarking once the closing date has passed to
ensure that they have assessed all applications consistently. Only then should
applicants be informed of the results. Please see the Recruitment Guidance for
further information.

e Applicants cannot amend their application themselves once they have submitted it.
Departments/Institutions can amend contact details, add notes and update a
successful applicant’s details before transferring to CHRIS.

6.2.2 Viewing reasonable adjustment requests

As explained in the Recruitment Guidance, we have a legal duty to make reasonable
adjustments to the recruitment process for applicants with a disability. In the online application
form, applicants with a disability are invited to request any reasonable adjustments that they may
need.

Where an applicant makes such a request, this will not be shown in their application form. This is
so that information about their disability or the adjustments that they require are only shared with
those making selection decisions when accommodating the type of request they have made
makes this unavoidable.
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Where one or more applicants for a vacancy have requested a reasonable adjustment, this is
indicated on the vacancy screen with a red asterisk (*) next to the number of applicants.

A star (*) indicates an applicant has requested Reasonable Adjustments to the interview process
Job Reference Job Title Status ¢ . ) .
Al E Closing Date < Applicants
AHO02327 Senior Clerk Cpen 12-Apr-2014 0
AMOD2263 Research Assistant Cpen 11-Apr-2014 30"

Only those with Admin access to a vacancy can view reasonable adjustment requests. Any
recruiters who have only been granted Read or Write access to a vacancy are responsible for
checking with a colleague with Admin access if there is anything that they need to be aware of in
order to accommodate a reasonable adjustment request. Those with Admin access are
responsible for checking for reasonable adjustments, ensuring that they are put into place and

only sharing the information with colleagues as far as is required to accommodate the
adjustment.

Those with Admin access will be able to see which applicants have requested a reasonable

adjustment by clicking on Process applicants - the notes field next to the relevant applicant will
show an asterisk (*) next to the number of notes.

Candidate name < Status ¥

All [=]

+ Download Application = Rejected

Submitted Date < Notes &  Files ¢ Actions

Paul, Andrews

13-Nov-2013 16:56:28 r 0 + Download Application ~ ~ Active

The reasonable adjustment request made can then be viewed by those with Admin access by
completing the following steps:

1. Select Manage Vacancy from the vacancies list and then the Process Applicants option.

Vacancy Overview
Process Agpliﬁants (30
Vacancy Configuration

Tasks

Manage Rejected Applicants

Manage References

Correspondence

- senuaiting Conﬁ_inlit')‘fa“‘m.

The applicant(s) who has made a reasonable adjustment request will be indicated by a red
asterisk in the Notes column.
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2.

3.

4.

6.2.3

A star (") indicates an applicant has requested Reasonable Adjustments to the interview process

Status

Candidate name % N Eil Acti
otes iles ctions Al |z|

Abbott, Pauline 2+ 0 + Download Application - Active

Click the drop down arrow to the right of Download Application and select the Add/View
Notes option from the menu.

Astar (") indicates an applicant has requested Reasonable Adjusiments to the interview process
Candidate name 2% . = et Status
otes iles ctions Al E

Abbott, Pauline 2* 0 + Download Application | = : Active
Alexander, Leonard 75 0 © Email Application M Active

~ AddMView Not
Alford, Kelly 2 0 ™ Admin Aftachments |~ Active

+ Edit Applicant
Anderson, Chris 2 0 ’ PP - Active

The application notes will be displayed. This will include any notes added to the vacancy.

Date Added Added to Note
by
12-Feb-
2014 Applicant  Application
15:23:23

13-Mar-
2014 het27 Vacancy Interviews will be held on 03/04/14. Room F59 booked 12:00 - 16:00

17:40:07

Reasonable Adjustments requested: | am dyslexic and would require extra time to
complete any written test

If the applicant is invited to the next stage of the selection process, you will need to ensure
that the reasonable adjustments that have been requested are put into place. If you need
advice on accommodating a reasonable adjustment, please contact your HR Business
Manager/Adviser.

Adding an applicant to a vacancy

In certain circumstances, an applicant may be unable to apply online (for example, because they
have a disability which means that they cannot use our system).

Where this is the case, applicants are instructed to contact the relevant department/institution to
request the application form in a medium that they can use. Whilst the Web Recruitment System
is in the process of being implemented across the University, electronic copies of the CHRIS/5
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and CHRIS/6 forms will still be available on the HR web pages at
http://www.admin.cam.ac.uk/offices/hr/forms/

Information on providing application forms in alternative formats is found at
http://www.admin.cam.ac.uk/cam-only/offices/hr/recruitment/planning/application.html#formats

Once a non-online (manual) application has been submitted to you, basic details about the
applicant can be entered onto the Web Recruitment System and attachments uploaded (such as a
PDF scan of the application). This ensures that all of your applicant information is stored in one
place, that personal details about the applicant can be transferred into the CHRIS Recruitment
Module at a later date (if they are successful) and that the University has complete equal
opportunities data.

To record an applicant who has not applied online:

1 Select the vacancy to which you would like to add an applicant. Click the drop down arrow on
the Manage Vacancy button then click on Add Applicant.

Job Reference

A
Vv

AHD2327

AM0D2263

AW02219

AWD2269

Job Title & Status 2 Closing D R Aol Acti A
Al E' osing Date + pplicants ctions CCess
Senior Clerk Open 12-Apr-2014 0 # Manage Vacancy =~ Contributer
X Read Only
Research Assistant Open 11-Apr-2014 30™ # Manage Vacancy - Access
Research Associate Open 11-Apr-2014 30 # Manage Vacancy ﬁ | Administrator
) + Add Applicant Read Only
Research Associate Open 11-Apr-2014 30" - . .

The following screen will be displayed:
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/ HR / HR Admin Web Application

Home Vacancies Logout

Manual Applicant Entry * Upload Documents

Manual Application

Please enter the information below and then attach any relevant forms on the next tab. Once complete you will be able to submit this application.

Personal details Vacancy Details
Title: * Vacancy Reference:
AW02219
--- Please Select - |Z|

Vacancy Title
Family name: * Research Associate

Closing Date {}_.7
11-Apr-2014

Given names Applicant Status

Application in progress

Email

Address Line 1: 7 Other Details

Is the applicant a British/European Economic Area/Swiss national with right to work in the UK?

Address Line 2: -
YesNo

If not, do they already have permission to work in the UK?
Address Line 3: -

YesNo

Town: * Contact Phone Number: *

County
Media
Where did they first learn about this vacancy? *

Postcede (or equivalent):
--- Please Select --—- [=]

Country: *
--- Please Select --- B

Equal Opportunities

What is their date of birth? (If they prefer not to say, please leave blank) Which country defines their national identity? *

--- Please Select --- |Z|
What is their gender? * Ethnic Origin: *
--- Please Select |Z| --- Please Select -—
How do they describe their sexual orientation? * What are their religious beliefs? *
--- Please Select {v] --- Please Select --- [=]

How do they describe their gender identity? *
--- Please Select —— E|
Do they regard themselves as having any Disabilities: *

--- Please Select -—

Cancel Save

This screen is based upon the details needed for successful applicants in the CHRIS Recruitment
Module and has two tabs.
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1. The first tab, Manual Applicant Entry, allows you to enter a minimum amount of essential
information about the applicant. This includes details such as title, name, address, right to work
status and equal opportunities information.

2. The screen shows the vacancy details on the right hand side.

Vacancy Details

Wacancy Reference:
AWD2219

Wacancy Title:

Research Associate

Closing Date
11-Apr-2014

Applicant Status

Application in progress

Please check that you are editing the correct vacancy.

@ Tip: At any point during the process, you can click on the Save button to save the
details entered so far and then return to the form later.

Do they regard themselves as having any Disabilities: *

--- Please Select ---

Cancel nd Mext

3. Select the title for the applicant from the drop down list.
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Personal details

Title: =

--- Please Select - [=]

Cr

Mizs

Mr

Mr=

Mz

Frofessor
Professor Dame
Frofessor Lord
Professor Sir
Reversnd Or
FReverend Profeszor

This list is a subset of the titles that are acceptable within the CHRIS system. Choose the value
that most closely corresponds to the details provided by the applicant.

4. Enter the applicant’s family name and forename. These fields are free format text fields.

Family name: *

Given names: *

5. Enter the address details for the applicant. A number of the fields (such as Town and Country) are
mandatory.

Address Line 1: *
Address Line 2:

Address Line 3:

Town: *

County:

Postcode (or equivalent):

Country: *

--- Please Select --- [=]
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6. Enter the remaining details for the applicant, including right to work details, contact details and

equality and diversity information.

Equal Opportunities
What iz their date of birth? [If they prefer not to =3y, please leave blank)

--- Please Select ---

- e

ESthrin Cirivin: ®

*=- Please Select =
I Prefer Not To Sa

Yes=Tmo or-more impairments and/or disabling medical conditions

Yes - Specific learning disability (such as dyslexia or dyspraxia)

Yes - General learning disability (such as Down’s Syndrome)

Yes - A social/communication impairment (such as Asperger's syndrome/other autistic spectrum disorder)

Yes - Long-standing illness or health condition (such as cancer, HIV, diabetes, chronic heart disease, or epilepsy)
Yes - Mental health condition (such as depression, schizophrenia or anxiety disorder)

Yes - Physical impairment or mobility issues (such as difficulty using arms or using a wheelchair or crutches)
Yes - Deaf or serious hearing impairment

Yes - Blind or serious visual impairment uncorrected by glasses

Yes - Other type of dizability

--- Fleasze Select ---

[

Note: The Equal Opportunities section is mandatory but there is a Prefer not to say option for
each question. This should only be used if the applicant used this response or left a field
blank (the downloadable CHRIS/5 and CHRIS/6 forms tell applicants that any blank
response will be treated as Prefer not to say). Entering an accurate value is important for
monitoring our Equal Opportunities policy and for meeting the University’s obligation to
provide the Higher Education Statistics Agency (HESA) with complete and accurate
anonymised employee data.

Click on the Save button if you would like to save your work and go on to add an attachment, or

return to complete the applicant’s details at a later time.

8. To upload attachments for an applicant, click on the Save and Next button.

| Cancel H Save | and Mext

This will take you to the Upload Documents tab to upload an attachment for an applicant. If you
have received a paper-based application then you can scan it and save it as a PDF for upload, or if
you have received an application by email then you can save it and upload it.
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Home Vacancies Logout

Manual Applicant Entry Upload Documents *

Supporting Document Upload

Use this form to upload the application documents, such as the applicant's CV, covering letter or application form so that they can be ma
to keep the application documents in their original format as well.

m Current supported formats are * pdf (preferred), *.docx, * ppte, *.doc, * ppt, *.rit, * txt;
m [T you have scanned the supporting documents, then most scanning software allows you to scan as a pdf, othenwise, you can paste a copy of the
m There is a maximum uploaded file size of 2MB;

m Plzase note all uploaded files are converted to pdf documents.

Where you are uploading something other than a pdf file, you are advised to review the converted versions of the uploaded files to check
+ Choose

Uploaded

. Filename
Time

No records found.

You can upload documents in any of the following file formats:

o Pdf

e Doc and Docx (Microsoft Word Format)
e Generic Rtf

o Txt

e Ppt and Pptx (Microsoft Power Point)

Note: It is highly recommended that PDFs are uploaded wherever possible. A maximum limit of
4MB is permitted per file with a limit of five files totalling no more than 20MB per application. Limits
are set because there is a limit to the size of attachments that can be sent via email. Selection
panels/appointing bodies may need to be emailed an applicant pack (including all applications and
their attachments) and so limits have to be set with regards to uploaded documents to facilitate this
process.
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To upload a document, click on the Choose button.

INIVERSITY OF
MBRIDGE

/ HR / HR Admin Web Application

Home

Manual Applican

Supporting Do

Use this form to u
to keep the applica

n Current supporte
m Ifyou have scani
w There is a maxim
u Please note all u

Where you are upldj|

+ Choose

Jur——

Uploaded
Time

No records found.

QOrganize + MNew folder =« 01 @'
> gt het27 (Winternalhome\home_directories) (M:) < Marme . Date modified
- R5h Ainternaly (R
= = .m NSNS Bl . Current Project Documents 18/02/2014 07:56
. Applications =] i . 0
R . Ftp_Incoming 25/02/2012 04:50
4 | Chris o
X . Management Reports 25/02/2012 04:50
. Applications o
. Templates 07/03/2014 12:25
Archive
Uncontrolled Project Documents 06/03/2014 11:12
CHRIS at the ISG R
(] Mew Microsoft Office Publisher Docume...  27/05/2010 13:51
. CHRIS Training
) OP L
. Information Team
4 | Public
> | Current Project Documents
. Ftp_Incoming
Management Reports
Templates - 4 [ 3
File name: - [AH Files (*7) v]
Corm ] [ com ] |

Navigate to the correct location in your file directory and select the file that you wish to upload
before clicking on Open.

UNIVERSITY OF
MBRIDGE

/ HR / HR Admin Web Application

Home Vac|

Manual Applican

Supporting Dol
Use this form to u
to keep the applica

m Current supporie
u Ifyou have scan
m There is a maxim
m Please note all u

Where you are upl
+ Choose

Uploaded
Time

No records found.

Organize * Mew folder = « [

@

. Vetting and Barring *  Name Date modified

. Web Recruitment

8] Application for Research Position.docx 13/03/2014 16:08

. Captivate
. Core %
. History
Snag it Images
Training
. Wispay
. Trent
. Triaster Diagrams
. User Panel
J WISPAY
1) Reporting zip F
. 5ab98

. Trent Instances - 4 n

File name:  Application for Research Position.docx - [AII Files (**)

Vl

[ Open ‘v] [ Cancel

)
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The filename should now appear in the file list:

Document Upload

Use this form to upload the application documents, such as the applicant's CV, covering letter or application form 2o that they can be made
available to the selection panel and other users. You will need to keep the application documents in their original format as well.

u Curmrent supported formats are = pdf (preferred), *.docx, *.pptx, *doc, *.ppt, *.rft, = bk
m If you have scanned the supporting documents, then most scanning software allows you o scan as a pdf. othernwise, you can paste a copy of the

scanned image info a Word document and upload that;
= There is a maximum uploaded file size of 4MB;
m Plzase note all uploaded files are converted to pdf documents.

Where you are uploading something other than a pdf file, you are advizsed to review the converted versions of the uploaded files to check that
they are true representations.

+ Choose
Uploaded Time Filename Action
17-Jul-2014 12-:49:32 Pre-Installation Checklist Form + Download File -

Cancel Subrmit Application

From here you can see the time and file name of your upload, and you can also download a
copy of the document or delete the file.

To view the uploaded document, click on the Download File button in the Action field.

Your browser will prompt you to save or open the file.

@: Tip: If you have uploaded an incorrect document then click on the Delete File option
and the file will be deleted. Action

+ Download File =

—— @ Delete File -

10. When you have entered details of the applicant and uploaded any attachments, return to the
Manual Applicant Entry page and click on Submit Application to register the application against
the vacancy.

Cancel Submit Application

The applicant should now appear under received applications when the Process applicants button is
selected in the vacancy. The application will initially be given a status of received.

Copyright © 2014 University of Cambridge Last Modified: July 2014 Page 45



Web Recruitment System — Managing Vacancies and applicants C@I S

6.3 Sending out application packs and application-related information

If members of the appointing body are unwilling for you to give them access to view applications within
the Web Recruitment System, or if they are external to the University, you can distribute copies of
applications to them by downloading and printing an application pack OR by emailing an application
pack.

Depending on the stage of the selection process, you may need to provide them with all or a selection of
applications. Therefore, you will need to select the applicants whose applications you wish to download
into the pack by ticking on the box to the left of each one.

Candidate name %

o Abbott, Pauline

«  Alexander, Leonard
W Alford, Kelly

o Anderson, Chris

{5 Andrews, Jeremy

You can select all applicants on a page by clicking on the select all box at the top left of the table of
applicants.

&

o Abbott, Pauline

S

Candidate name %

+ Alexander, Leonard

o Alford, Kelly

o Anderson, Chris

o Andrews, Jeremy

o Andrews, Paul

o Ball, Emma
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6.3.1 Downloading an applicant pack

Once you have selected the applicants you want to feature in the pack, click on the Download
Applications button at the top of the screen.

+ Download Applications -

as requested Reasonable Adjustments to the interview process

Candidate name < Status

Notes  Files Actions Al |Z|
«  Abboit, Pauline 0 i} + Download Application A Active
«  Alexander, Leonard ] 1} *+ Download Application hd Active
«  Alford, Kelly 0 0 + Download Application - Active
«  Anderson, Chris 0 a *+ Download Application - Active
+  Andrews, Jeremy 0 0 + Download Application - Active

Your browser will then prompt you to save or open the pack.

Do you want to open or save SelectedApplications.pdf from staging.hrsystems.admin.cam.ac.uk? Open N Save v Cancel

Select Open or Save as required. You will be able to print the pack as necessary, although other
options should be explored first to avoid wasting paper.

6.3.2 Emailing an applicant pack

Once you have selected the applicants you wish to feature in the pack, click on the Email
Applications option at the top of the screen.

+ Download Applications

= EITIEHAPP”Cﬁﬁ%E’)S tlhas requested Reasonable Adjustments to the interview process
T VISWATVETT dndidate name < Notes  Files Actions Status
All E|
+  Abbott, Pauline 0 0 + Download Application = Active
+  Alexander, Leonard 0 0 + Download Application - Active
+  Alford, Kelly 0 0 + Download Application - Active
+ | Anderson, Chris 0 0 + Download Application = Active
+  Andrews, Jeremy 0 0 + Download Application - Active

A dmmeae Tl n ~ [ WU [ R S S R

An email will then be sent to your account which has an attachment with the selected applicants’
details.
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Note:

Note:

Note:

The generated pack will reflect the form of the application form for the vacancy. For
example, where the vacancy uses a CHRIS/6 form then, for each applicant, the pack will
consist of the application form followed by the attachments the applicant has submitted
(such as a CV, covering letter and list of research publications).

All attachments are converted to PDF/A format as an applicant submits them. The
application pack will therefore be a multi-page PDF file which should be accessible to most
people regardless of their local PC environment.

As the CHRIS/5 form is five pages in length an additional blank page has been appended to
the back of the application form so that if a pack is printed a second applicant’s data is not
on the back of the first applicant’s form.

Various email systems have different limits on email sizes. Where there are a greater
number of applicants, or where applicants have submitted more attachments, you may need
to send several emails to circulate the applications for a vacancy.

6.3.3 Creating a selection grid

A selection grid can be generated and downloaded from the system for selectors to record the
results of a selection activity or stage in the process. The grid is a version of the HR11 Selection
Results Grid which is pre-filled with the names of applicants who are at the selection stage you are
currently in (i.e. the tab you are in when you create the grid).

1. If you want to create a selection grid, click on the Create Selection Grid option from the drop-down
menu found before the list of applicants within the relevant selection stage tab.

+ Download Applications r

® Create Selection Grid [t hes requ

= Email Applications

: name =

@& View Advert

2. Select the format for the grid.
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(HR11) Selection Results Grid

Pleaze select the file format you wauld like for the HR11 Selection Results Grid:

| FDF (o)

Word Document {.docx)
Excel Format {dsx)

Rich Tesd File {rtf)

3. Click on Generate Report.

Generate Report

This will display the selection grid in the format you selected.

'@ hrll_selection_grid.pdf - Adobe Reader —

File Edit View Window Help *
Bem|lc®z|e®(=]] | 5H| 22| Comment
UNIVERSITY OF . .
CAMBRIDGE Selection Results Grid

Vacancy Title Category Manager Vacancy Reference Number AGO3061

Department / Institution | Finance Division Selection Stage Received 3

Names of Assessors Signature of Assessors

Decision Rules

Candidate Selection Criteria Score Tualngl:] Total for Al Decision and Comments/Reasons
4|5 |6 |7|8|9|10| creia | CMe@

Mrs Pauline Abbott

Mr Leonard Alexander

Mrs Kelly Alford

Mr Chriz Anderson
i

Mr Jeremy Andrews |
i

Version: 3.1.0 Selection Results Grid Page 1 of 2 |
i
I
I

= ]
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You can now save or print the grid for use by the selectors.

6.3.4 Generating applicant and referee reports

Please see the Web Recruitment manual on Generating Applicant and Referee reports on the HR

systems web pages for details of how to generate reports to use for mail merging, selection and
reporting.

6.4

Updating applicant records and their progress

When you are within one of the stage tabs for a vacancy, there are a number of actions that can be
carried out on an individual applicant basis:

Updating the stage and status of applicants;
Editing the personal details of applicants;
Adding attachments; and

Adding notes.

The following sections describe these processes.

6.4.1 Updating selection stages and statuses

An individual with Admin or Write access to the vacancy is responsible for recording the details of
the selection process and moving applicants between stages. It is a department/institution
decision as to whether a member of an appointing body is given this level of access to record
decisions made during each stage of the selection process, or whether this is done on their behalf.

A number of stages have been defined and these are:

e Application Received (Received);

e Progressed to Short-listing (Short-listing);

o First Selection Stage (Selection One);

e Second Selection Stage (Selection Two);

e Third Selection Stage (Selection Three);

e To be considered by Appointments Committee/Board of Electors (Committee/Board); and
e Offer in progress (Offer).

The brackets in the list above indicate the abbreviated name of each stage as it shows on the
tabs across the top of the screen. For clarity, a full version of each stage name is used in the
drop-down list where you change the status/stages of applicants.

You can use as many of the stages as are appropriate to fit your local requirements or your
particular vacancy. Please see the Recruitment Guidance for information on planning your
selection process (http://www.admin.cam.ac.uk/cam-
only/offices/hr/recruitment/planning/methods.html#key).

1. From the main vacancy screen, click on the Manage Vacancy button next to the vacancy
you wish to manage.
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c@s

AW02219 Research Associate Open 11-Apr-2014 30* _ﬁ« Manage VBCE@;'Y |
2. Select Process Applicants.
Vacancies Admin Rej
Vacancy Overview
Applicants
Process Applicants (20)
Manage Manual Applicants (4)
Vacancy Configuration
A list of applicants will be displayed.
Candidate name Motes Files Actions Status
All (=]
Abbott, Pauline 3+ 1 + Download Application - Active
Alexander, Leonard 3 0 *+ Download Application - Active
Alford, Kelly 2% 0 + Download Application - Active
Anderson, Chris 7% 0 * Download Application = Active
Andrews, Jeremy 2% 0 + Download Application - Active
Andrews, Paul 2= 0 + Download Application - Active
Ball Emma Downluad Appllcatlon c;m.-e

r"-—--k

Initially, all submitted applications which have been received but not yet assessed appear in
the Application Received tab. There is also an All tab which lists everyone who has

applied for the vacancy and their current stage (e.g. Received, Short-listing) and status (e.g.
Active, Rejected). Applicants will always show on the All tab, as well as under the tab for the

process stage that they are currently in.

The number of applicants at a given stage is shown next to the stage name.
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AWO02219: Research Associate

All(30)  Received Short Listing (0)  Selection One (0)  Selection Two (0)  Selection Three (0) Committee/Board (0)  Offer (0)

Application Received

3. Click on the tab that reflects the selection stage you wish to view or process. This will display
the current applicants at that stage of the process.

When you first begin managing applicants, you will be clicking on Received as all applicants
will be listed there.

4. Tick the box to the left of the applicant(s) you wish to process.

+  Alexander, Leonard 3 0 *+ Download Application = Active
« | Alford, Kelly 2% 0 + Download Application A Active

Anderson, Chris 2% 0 + Download Application = Active
«  Andrews, Jeremy 2* 0 + Download Application - Active
"@ Andrews, Paul 2+ 0 + Download Application - Active

Oall Crama e n AL D lmmd Amemlimmdinm -

5. At the bottom of your list of applicants, there is a drop-down menu with an Apply button next
to it. Click on the drop-down menu arrow to open up the options.

Acti -
{ Active (,_.)‘ Apply ‘

You will see in the list that you can either:

¢ Change the selected applicants’ status (i.e. to indicate whether they are active in the
stage of the process you are currently reviewing or if they have been rejected or
withdrawn at that stage); OR

¢ Move the applicants to another stage in the process (e.qg. if you are inviting them to a first
round interview/selection event then you would move them to First Selection Stage).
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Set Status To

Rejected

Candidate Withdrawn

Set Stage To

Application Received

Application progressed to short-listing
First Selection Stage

Second Selection Stage

Third Selection Stage

To be considered by Appointments Committee/Board of Electors

' Apply ‘

Offer in Progress

Active

6. Choose the status or stage you wish to allocate to your selected applicants from the drop-
down list and then click on Apply.

Rejected

N ‘ Applvﬁ ‘

7. The Confirm Action screen will be displayed.
Confirm Action

4 Applicant{s) Selected:

Are you sure you want to change the Status of the following applicants to REJECTED ?

m Alford, Kelly m Alexander, Leonard m Andrews, Jeremy n Andrews, Paul

Yes No

If you have recorded a new status of Rejected or Withdrawn for certain applicants, those

applicants will now be greyed out and showing a status of Rejected or Withdrawn (as
applicable).
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Humian Resouree

A star (%) indicates an applicant has requested Reasonable Adjustments to the interview process Updates Successful
Candidate name % Candidates records updated
Notes  Files Ac
==

Abbott, Pauline kS 1 * Download Application = Active

+ Download Application = Rejected

+ Download Application - Rejected
Anderson, Chris 7% 0 + Download Application = Active

+ Download Application - Rejected

+ Download Application A Rejected

If you applied a new stage for certain applicants using the drop-down menu, they will have
moved from the stage they were in (e.g. Application Received) and their details will be
moved to the new stage you selected (e.g. Short-listing or First Selection Stage).

You can use the Status drop-down to view Active Only, Rejected, Withdrawn or Offer
statuses.

Rejected
Withdrawn
Offer Statuses

Applicants can be processed through all stages relevant to the vacancy’s selection process.

Note: If you are conducting long-listing to sift a large volume of applications down to a
manageable number, any of those rejected should be given a status of Rejected
within the Application Received tab. Any applications not sifted out and which you
will give a complete review in order to carry out short-listing should be moved to the
stage Progressed to short-listing. If you have a small number of applications and
intend to carry out short-listing on all of them, all applicants should be moved to the
stage Progressed to short-listing. Guidance on long-listing and short-listing can be
found at http://www.admin.cam.ac.uk/cam-only/offices/hr/recruitment/candidates/.

You could use First Selection Stage for a preliminary round of interviews/selection
tests and Second Selection Stage for a second round of interviews. You do not
need to use all the stages.

You must move all candidates formally considered by an Appointments Committee or
Board of Electors to the To be considered by Appointments Committee/Board of
Electors stage. Only use this stage when an appointment needs to be approved by

Copyright © 2014 University of Cambridge Last Modified: July 2014 Page 54


http://www.admin.cam.ac.uk/cam-only/offices/hr/recruitment/candidates/

Web Recruitment System — Managing Vacancies and applicants C@I S

an Appointments Committee or Board of Electors formally constituted under the
Statutes or Ordinances.

6.4.2 Editing the details of an existing applicant

If an applicant contacts you during the recruitment process to inform you that his/her personal
details have changed (e.g. name, contact details), you can edit these within the system.

1. Click on the drop-down list in the Actions column. Select Edit Applicant from the list.

Candidate name % . e Acti Status
otes iles ctions Al |Z|
Abbott, Pauline 7 0 + Download Application Aclw.e at
Received
= Email Application ;
Alexander, Leonard 2* 0 P - Aclw.e at
~ Add/View Notes | Received
Alford, Kelly ¢ 0 ® Admin Attachments - Active at
| Received
» Edit Applicant .
Anderson, Chris 2= 0 _ . {}"J - Aclw.e at
Received

An Edit Applicant Personal Details pop-up window will appear, as shown below.

Edit Applicant Personal Details

Personal Details Address Details
Title: = Mrs Address Line 1: © 72 Jeavons Lane
Given Name(s). * Pauline Address Line 2. Jeavons Lane
Family Name: * Abbott Address Line 3 Great Cambourne

Contact Details Town * Cambridge

Primary telephone 01223 456789

number: * County Cambs
Secondary Postcode (or CB23 9AG
telephone equivalent)

number

® United Kingdom
Email address: * pauline abbott@gmail com Country [=]

@ Save Applicant

close

2. Amend the details you need to change in the relevant field, then click on the Save Applicant
button at the bottom of the window.
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3. Click on Close at the bottom right-hand side of the window.

Primary telephone 01223 4567222

eme 4

4

Email address: * pauline.abbott@gmail.com

B Save Applicant

Caace Didtails e

number: *

Secondary
telephone
number:

Email address * pauline.abbott@gmail.com

EEAN o R e f—i, e et e e et e e ~" "B,
8 A e = B = . -~ el e e e -

S
Country: * United Kingdom Iz‘

i ADCT =,
- // :

B Save Applicant

mn

close

!

Please note: an entry describing the change that has been made, when it was made and
your CRS-ID will be recorded automatically in the Notes for the applicant concerned.

6.4.3 Adding attachments to an existing applicant

You may wish to save documents relating to an applicant with their record in the Web
Recruitment System so that all information about them within the recruitment process is found in
one place. For example, you may wish to upload:

HR8 Response to Enquiry (http://www.admin.cam.ac.uk/cam-only/offices/hr/forms/hr8/);
HR10 Assessment Record (http://www.admin.cam.ac.uk/cam-only/offices/hr/forms/hr10/);
HR13 Invite to Interview Letter (http://www.admin.cam.ac.uk/cam-
only/offices/hr/forms/hr13/);

HR17 Assessor Notes template (http://www.admin.cam.ac.uk/cam-
only/offices/hr/forms/hrl17/);

HR4 Starting Salary Case (http://www.admin.cam.ac.uk/cam-only/offices/hr/forms/pd04/);
HR18 Conditional Offer letter (http://www.admin.cam.ac.uk/cam-
only/offices/hr/forms/hr18/);

HR23 Welcome Letter (http://www.admin.cam.ac.uk/cam-only/offices/hr/forms/hr23/).
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@ Tip: Store documents against an applicant if they relate to one applicant only. Store
documents against a vacancy if they relate to the job, the recruitment process or multiple
applicants.

Please note: under Data Protection Legislation, all applicants are entitled to make a subject
access request to see all personal data held on them, including documentation from the
recruitment process. Therefore, it is vital that any recruitment documentation stored within the
system (or elsewhere) contains only appropriate information which demonstrates that a fair,
objective process took place.

1. To upload an attachment for an existing applicant, click on the drop-down list in the Actions
column for the relevant applicant. Select Admin Attachments.

Candidate name %
Notes  Files Actions

Abbott, Pauline 2 0 * Download Application

= Email Application
Alexander, Leonard 2* 0 -

~ AddView Notes

Alford, Kelly 2 0 m Admin Attachments -
T-Ed‘ll'l'ﬁppﬁl.nlu
Anderson, Chris . 0 — v oo =

The following screen will then be displayed, including information about the types of file you
can upload.

Applicant admin attachments

You can upload documents which relate specifically to this applicant, such as a record of any
interview notes or assessment scores. These documents will not combined with the candidate’s
application to form part of the application pack. Select the documents and press the upload button.
The following file types are supported: * pdf (preferred), *.doc, *.docx, * ppt, *.pphe, *td, *.rif

Please note that for security and compatibility all documents are converted to PDF format

If you have read-only access to this vacancy then you will be able to view attachments but not
upload or delete them.

+ Choose

Time Filename Action

No records found.

close
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2. Click on Choose. Your file directory will then be displayed.

2 Choase Fie 1o Upload - T
"(I) (1 v Computer » mased me\hame_directories) (M) b My = s = « [ g [ searcn My Documents )
Organize = hew folder - [ §
Sr Favordes Name
M Desitop 2 RE thens Swan Logo in RAS 7348
L Web Recruitment Documentation = RE QL seript For Wb Recruit LIVE instance 45 KE
L Mew RAS Documentation _ web-recruit-0.00-baseline.sql 05 KB
Internal Change Contrc! < RE Appraval for rvew RAS fix '
. Recruitment Programme ] Project Group Agenda 20150822 e
) NewRAS b Sabver wward logo a2
RS2 ] Rem bocking 1
b Decupational Heath qradnyg_pevesd 2013 (8 16340 3
b MG FOLDER Dccupational Heshh ® 0GR 1
& Downloads ) GR e 9%
) s feedback WR F
S Libarins ) mew RAS email dist list Sth Sept 13 15
% Documents ] Recruitment Prajects - Release 1 Stakehaides Impact analysis ol 2
o Music = test B4 K
= Pretures ] Lecturers and Senior Lecturess (clinicsl and non cinical] - ifecruitment spplication .. 200 KB
B videos B empty 1K8
) Pacsward Validation Seript 17 ¥B
% Compuser ) Oracle Passwond Fules 16 KB
&L, Do Mot Use! (T} ] Functicnsl Requirements - Reporting () i
% ) Share (Vintemafigenersl) () ] Denefits of the Recruitment Project Repert - Indi's Vession 114D
% MIS Division (intemaldivision MISD) (] 3] Benefits Log - Current Verssan B
¥ mghé6 (\\ntemal home home_directories) (M) ) tob Groups 1o Add (1)
el 7 Shars [ imtarmal sarsesl] 11 T D RS aernai it ferd i e
File neme: | - s " e
[ Open [=] [ came |

3. Select afile to be uploaded from your file directory. Double-click on it or click on Open.

4. You will be returned to the pop-up window. You will see the name of the file you have
selected. Click on the Upload button as shown below, to upload the file (you can click on the
Cancel button if you have chosen the wrong file).

Applicant admin attachments

You can upload documents which relate specifically to this applicant, such as a record of any
interview notes or assessment scores. These documents will not combined with the candidate’s
application to form part of the application pack. Select the documents and press the upload button.
The following file types are supported: * pdf (preferred), *.doc, *.docx, *.ppt, *.ppte, *txt, *.rif

Please note that for security and compatibility all documents are converted to PDF format.

If you have read-only access to this vacancy then you will be able to view attachments but not
upload or delete them.

+ Choose 2 Upload @ Cancel

HR10 Assessment Record.doc x

Time Filename Action

Mo records found.
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The document will then be uploaded and displayed in the table of attachments as shown

below.

Applicant admin attachments

You can upload documents which relate specifically to this applicant, such as a record of any
interview notes or assessment scores. These documents will not combined with the candidate’s
application to form part of the application pack. Select the documents and press the upload button.
The following file types are supported: *.pdf (preferred), *.doc, *.docx, *.ppt, *.pplx, *tt, *.nif

Please note that for security and compatibility all documents are converted to PDF format.

If you have read-only access to this vacancy then you will be able to view attachments but not
upload or delete them.

+ Choose
Time Filename Action
2014-03- J
13T18:37-54 642 HR10 Assessment Record

~ Download File

@ Tip:

To check the file content, click on the Download File button in the action field
next to the relevant document in the table of attachments.

Download File - !

.............

To delete the document click the drop down arrow next to the Download File
button.

Action

Download File qb

Select Delete File.
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Humian Resouree

Action

Download File -

@ Delete File qﬂ‘n]

Click on Close at the bottom right-hand side of the pop-up window to return to the main
applicants screen.

6.4.4 Adding notes to an applicant’s record

It is possible for you to add notes to an applicant’s record, which provide an auditable trail of the
applicant’s progress through the process. Notes are automatically added by the system when
you amend the stage an applicant has reached or an applicant’s status.

You may record information such as:

¢ Contact with the applicant, for example, if he/she contacts you to withdraw his/her
application or to inform you that he/she cannot make the interview date/time offered.

e That a manual application you have added was screened and put forward by an agency
that has been helping you to source candidates.

e Reasons for an action taken, for example, a summary of why the individual’s application
has been rejected (although detailed reasons should be provided on a document such as
the HR10 Assessment Record, particularly for stages after long-listing).

Please describe the source of the comments (for example, phone conversation with the
applicant or notes from the interview panel).

Please note: under Data Protection Legislation, all applicants are entitled to make a subject
access request to see all personal data held on them, including documentation from the
recruitment process. Therefore, it is vital that any recruitment documentation stored within the
system or elsewhere) contains appropriate information which demonstrates that a fair, objective
process took place.

1. Click on the Actions drop-down menu for your chosen applicant (next to Download
Application).

2. Select Add/View Notes.

Alexander, Leonard 7 0 *+ Download Application -

= Email Application
Alford, Kelly 24 0 hd

~ AddNView Mot

Anderson, Chris 2 0 T8 AOTTIT A CTTeTS -

# Edit Applicant
Andrews. Jeremy v i 0 e s -
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3. An Add Note to Application pop-up window will appear. Write your note in the New Note
text box and click on Add Note.

Application notes

These notes provide a history of the application - they are an auditable trail and can be used to note changes to the applicants details, interview
notes or other relevant information.
Please describe the source of the comments (eg phone conversation with applicant, notes from interview panel eic)

MNote that any notes made here are subject to the Data Protection Act, and are disclosable to the applicant.

If you have read-only access to this vacancy then you will be able to view application notes but not add or edit them.

MNew Note (740 characters remaining)

Kelly Alford telephoned Gill West on 13/03/2014 to inform us that she is unavailable for interview on 03/04/14. An alternative
interview date has been requested. Gill is liaising with the Appointing Body to see if this is possible before going back to Kelly.

~ Add Mote

4. Your note, the date and your CRS-ID will be displayed in the table underneath.

Added

Date Added to Note
by
12-Feb- - . . .
. _— Reasonable Adjustments requested: | am dyslexic and would require extra time to
2014 Applicant  Application complete anv written test
15:23:23 P y
13-Mar-
2014 het27 WVacancy Interviews will be held on 03/04/14. Room F59 booked 12:00 - 16:00
17:40:07
13-Mar- Kelly Alford telephoned Gill West on 13/03/2014 to inform us that she is unavailable for
2014 het27 Application  interview on 03/04/14. An alternative interview date has been requested. Gill is liaising
18:45:46 with the Appointing Body to see if this is possible before going back to Kelly.

5.  Click Close at the bottom right-hand side of the pop-up window. You will be returned to the
main applicants screen for the vacancy.

6.5 Sending rejection correspondence and reference requests

Please see the Web Recruitment manual on generating correspondence on the HR systems web pages
for details of how to generate and send rejection correspondence to applicants.

Please see the Web Recruitment manual on generating correspondence on the HR systems web pages
for details of how to generate and send reference requests using the system.
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6.6 The Offer Stage

1. When the selection process for the vacancy has been completed and a preferred candidate
has been selected, you must move him/her (or them, if you have more than one preferred
candidate) to the Offer in Progress stage.

W Davies, Fraser 2%

(20f2) e <« 1 2

Oiffer in Progress
. Apply

B

The following Confirm Offer dialog box will then appear.

Confirm Offer %

1 Applicant{s) Selected:

fou are about to move the following applicants to the Offer stage. If known, please state whether an applicant wil
require a Cerfificate of Sponsorship, these CoS requests can be managed under the "Manage CoS Requests'

section
Applicant Name CoS5 Required?
Ball, Emma CoS Reguired
No, don't update applicants Yes, update applicants

The confirmation window will indicate whether a CoS may be needed by the successful
applicant based on his/her responses to right to work questions in their application form.
However, you must double-check the successful applicant’s right to work status with him/her
and establish if he/she needs a Tier 2 CoS.

As required, you can amend the default be selecting from the drop-down list. Once you have
made any changes and you wish to move the successful applicant to the Offer stage, click
on the ‘Yes, update applicants’ button.
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2. The applicant(s) will then be displayed in the Manage Offers screen, where you will be
routed automatically after moving an applicant to Offer in progress.

Vacancies Admin

Home

Vacancy Overview

Applicants
Process Applicants (40)

Manage Manual Applicants (0]

Vacancy Configuration

Tasks
Manage Rejection Correspondence
Manage Reference Requests
Manage Offers {4)
Manage CoS Requests (2)
Correspondence

Awaiting Confirmation ()
Completed and Others (3)

View or Record Correspondence
Permissions
Motes ()

Attachments (0

Logout

VHO03059: Library Assistant (LL.M Collection)

Offers in Progress

Beldow is a list of applicants that are in the offer stage of the process. From here you will be able to

m Change the status of the offer

= Add offer details for 3 successful applicant and generate 3 part-filled conditional affer letter

w Transfer a successful applicant into CHRIS

= Record that a successful applicant requires a Tier 2 Certificate of Sponsorship (CeS)

= Initiste 3 request to 2 successful applicant to provide further detalls within the system for their CoS application (where required)

I EB%)| Abbott, Pauline . Conditional Offer Acceptad

Step Three: Sign-off Offer
Click the button below to confirm the details of the applicant and transfer their details into CHRIS

Sign-Off Offer
Eall, Emma . Active
Cag, Komura - Active
R Chen, Jian . Offer Complete

Please see the section on Managing Offers and Transferring Successful Applicants to
CHRIS for details about how to record the progress of offers (e.g. whether the offer has
been accepted) and transfer successful candidates to the CHRIS Recruitment Module.

As well as appearing in the Manage Offers screen, the applicant moved to Offer in
progress will also appear in the Offer tab within the Process Applicants screen.
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Home Vacancies Admin Reports Logout

VHO03059: Library Assistant (LL.M Collection)

Vacancy Overview

Applicants
Process Applicants (40) All{40) Received (6} ShortListing (6]  Selection One(9)  Selection Two(11)  Selection Three{5) Committee/Board (1] Offer (2}

Manage Manual Applicants (0)
Offer
Wacancy Configuration
Below is & read-only list of all spplicants within the offer stage. These applicants should now be managed using the "Manage Offers' area of the

system.

Tasks
f any applicanis are in this list emonecusly. they can be moved back to a previous stste using the 'Change Stage' feature of the action list
Manage Rejection Comrespondence

Manage Reference Requests

Manage Offers (2) Manage These Offers ” Manage These Offers (Super-User View)
Manage CoS Requests (1)
G o
orrespondence Candidate name Submitted Notes  Files Actions Status
Awaiting Confirmation {0)
Ball, Emmsa 09-Apr-2014 13:38:17 2 o 4 Download = Active
Completed and Others (0)
View or Record Correspondence Chen, Jisn 20-Mar-2014 14:30:20 1 ] + Download = Offer
Complete
Permissions
Notes (0]

Attachments (0}

Here, you can still view all applicants at the Offer stage and:

o Download or email an application,

e Change the stage for an applicant if they have been moved to offer in error,
e Add or view notes or attachments, and

¢ Edit the application.

Note: each applicant at this stage is managed individually and you can no long
perform tasks across multiple applicants.

Note: If the requirement for a CoS is recorded for an applicant, a CoS task is
created under the Manage CoS requests menu item.

Tasks

Manage Rejection Comespondence
Manage Reference Reguests.

Mansgt Otters (2}

Manage Cess Ruguasts (1)

Conwpoadency
Awaiting Confirmuation (0}
Complesedd sed Others (34 Mame Date Requested Date Recaived o Satun Action

View or Record Comespondence Bt Emera Mot Reguestes * RequestDetasdn | =

Pesrmistions

Please see the manual entitled ‘Requesting a Certificate of Sponsorship (CoS)’
for further details of how to then request a CoS.

If an applicant has been move to offer incorrectly then select Change stage from the action
list and you will see the following pop up window:
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Change Applicant Stage

Flease select the stage to which this applicant should be moved. The applicant status
will b2 changed to Active.

Application Received |

Cancel Change Applicant Stage

Select the stage from the drop down list:

First Selection Stage

Second Selection Siape

Third Selection Stage

To be considersd by Appointments Committee/Board of Electors

Then click on the Change applicant stage button.

The applicant will be move out of the Offers tab and will appear back in the stage you have
selected.

7. Managing Offers and Transferring Successful Applicants to
CHRIS

Write or Admin users should record the progress of an offer within the Manage Offers screen. See
the section on managing applicants for details of how to transfer the preferred candidate(s) to this
stage.

There are three steps within the offer process:

i.  Send Offer — this is confirming that you have made an offer to the successful applicant
outside of the system (i.e. by sending an HR18 Conditional Offer Letter, confirming the
details of any verbal offer already made);

ii. Record Offer Outcome — this is confirming whether an applicant has accepted or
rejected the offer of employment, or if you have withdrawn the offer.

iii. Transfer to CHRIS — Admin users should transfer the details of the successful applicant
into the CHRIS Recruitment Module once an offer has been accepted. This will enable
the relevant CHRIS user to record the details of the offer (e.g. salary) in the CHRIS
Recruitment Module without having to create an applicant record manually.

The system will guide you through the stages in order to that the next stage becomes available at
the appropriate point in the process.

Note: In this release you are simply recording the outcome of the offer. Future releases
of Web Recruitment will offer more support for the offers process so that for example, the
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offer details can be entered into Web Recruitment and a letter generated and sent. The
current process explained above is the first step in developing this expanded
functionality.

To record offer details the system will guide you through the key steps:

1. Select the Manage Offers from the menu.

Vacancies Admin

Vacancy Overview

Applicants
Process Applicants (40)

Manage Manual Applicants (0)

Vacancy Configuration

Tasks
Manzage Rejection Correspondence
Manage Reference Requests
Manage Offers {4)

Manage CoS Requests (2]

2. The preferred candidate (s) will then be displayed in the Manage offers screen.

o o i Reports Logout

VHO03059: Library Assistant (LL.M Collection)

Vacancy Overview

Applicants

Offers in Progress

Process Applicants (40)

Managa Manusl Agplicants (0) Bekom is 2 lst of appliants thatare inthe affer stage of the process, Fram here you will be able o

= Change the ststus of the offer

= 2dd offer detsils for 3 successful applicant and genarate & paniled conditions| offer leter

w Transfer 2 successiul applicant into CHRIS

= Record that s successful spplicant requines 3 Tier 2 Certficats of Spensorshiz (CoS)

= Initizte = request to 3 sucoessiul spplicant to provide further detsis withn the sysiem for thair CoS applicafion (where required)

Vacancy Configuration

Tasks
Manage Rejection Correspondence
Manage Referance Requests
Manage Offers (4)
nage Uniers [ Abbott, Pauline . Conditional Offer Acceptad
Manage CoS Requests (2)
Correspondence

Awaiting Confirmatian (0}
Step Three: Sign-off Offer

Complstad and Others (3) ) )
Click the button below to confirm the details of the applicant and transfer their details into CHRIS

‘iewe or Record Correspondenca

Sign-Off Offer

Fermissions

Notes (0) Ball, Emma Active

Ateachments (0] Cao, Komura A Active
R Chen, Jian Offer Complata

Note: The first applicant’s details will automatically be expanded upon entry to the
screen. If you have more than one applicant in the Manage Offers screen (i.e. because
you have advertised multiple vacancies in one advert), click on another applicant’s name
to expand their details.
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| BB% Abbott, Pauline N Conditional Offer Accepted
Ball, Emma . Active

Step One: Send Offer
Click here to confirm that you hawe sent the offer to the applicant:

Mark Conditional Offer Sant

3. Step One — confirm that the offer has been sent to the applicant by clicking on the Mark
Conditional Offer Sent button. This will change the offer status within the system for this
applicant.

Step One: Send Offier
Click here to confirm that you hawve sent the offer to the applicant:

Mark Conditional Offer Sent

Once you have done this, the next step will become available.

4. Step Two — once the outcome of the offer is known, select the appropriate option from the
drop down list.

| ESD Ball, Emma ) Conditional Offer Made

Step Two: Record Offer Qutcome
What was the outcome of this offer?

Conditional Offer Made =] Record Offer Cutcome

I Conditional Offer Withdrawn

Click on the Record Offer Outcome button.
If the offer outcome is Conditional Offer Accepted then Step 3 will become available.

5. Step Three — once the conditional offer has been accepted, the Admin user for the vacancy
should transfer the applicant’s details into the CHRIS Recruitment Module.

Step Three: Transfer to CHRIS

Click the butfon below to confirm the details of the applicant and fransfer their details into CHRIS recruitment module. For applicants needing CoS
information, go to the Manage CoS Requests section.

Transfer to CHRIS

Click on the Transfer to CHRIS button and the following screen will be displayed so that
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you can review the details before the transfer.

6. Check the applicant’s details and make any corrections (e.g. if they have informed you that
they have moved house).

03240: Senior Investigator Scientist

Transfer Applicant to CHRIS

Pleas2 review the Information below. ¥Whan yoau are sallsfied that the Information ks commect prese the Tranefer ta CHRIS bution

Afer the applicant has bean transfemad Inta CHRIS, you nead ta log In to the CHRIS recrulkment moduls and racord the detalls of tha affer. Yau will then
need 1o 6end 3 CHRIS10A form and relevant supparting documentation to the New Appolntmanis team.

Personal Details Address Details
Thie: * Addraes Line 1: *
or = 132 Test Street
Surname / family name: * Address Ling -
Walter
Forename 1: * Addrzgs Ling 3
Wilson
Town: *
Forename 2.
Cambridge
County
Farename 3:
Cambrdgeshire
Pogtzode:
Daka of Birth: CB1 NR3
30-Apr-2014
Country: *

Algeria [=

Contact Mumbear:

234124

7. Click Save to save the changes if you are part-way through making amendments and want
to return to complete them later.
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8. Once you are satisfied that the applicants details are up-to-date, click on the Transfer to
CHRIS button.

Transfer to CHRIS

Note: Full details of the validation of this screen can be found in the section on Adding
an applicant to a vacancy.

9. If the transfer process is successful a message will be displayed giving the status:

Offer Signed OFf

This Applicant has mow been sent ta
CHRIS

The applicant’s status will also be updated to Offer Complete:

_ Mayhew, Emma Offer Complete
_ Finhey, Lee Offer Complete
| B6% Robinson, Lucy Conditional Offer Accepted

Note: Where a transfer has been successful, this means that an applicant record has
been created automatically in the CHRIS Recruitment Module. This was a step
previously undertaken manually by administrators in departments/institutions.

10. Finally, the vacancy administrator will need to record the details of the offer (e.g. starting
salary) made to the preferred candidate in the offer screen within the CHRIS Recruitment
Module. Please see the Leavers and Recruitment Manual for instructions on how to
complete this part of the process.

The CHRIS/10A will also still need to be sent to the New Appointment team during this
release of Web Recruitment. In future, this part of the process will be reviewed again with
the aim of simplifying it further in subsequent releases of the Web Recruitment System.
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8. Completing recruitment for a vacancy

A vacancy should be marked as recruitment complete when:

e Arecruitment has been successful, all unsuccessful applicants have been rejected and
all successful applicants have been transferred to CHIS from the offers stage in Web
Recruitment, or

e The recruitment process was unsuccessful and no successful candidates were taken
forward from one of the selection stages.

Marking a vacancy as complete will perform a number of actions within the system to benefit
administrators. A vacancy marked as complete will:

e Be purged of applicant identifiable data automatically 12 months after the closing date in
accordance with the University’s recruitment document retention policy(unless a the
successful applicant required a Tier 2 CoS or the standard purging schedule has been
overridden with approval from HR);

¢ Be detached from the position in CHRIS so that it can be advertised again when
necessary in new RAS;

¢ Have any successful candidate information saved as a PDF snapshot for future use;

¢ Not appear in a user’s list of vacancies (unless a user actively chooses for complete
vacancies to be displayed).

Note: It is very important that you do mark a vacancy as complete within 12 months of
the closing date for online applications. Otherwise, you may cause us to retain
recruitment documentation for longer than is permitted.

1) In order to complete recruitment on a vacancy, select the vacancy and click on Manage

Home Vacancies Admin Reports Logout
Vacancies
Below is a list of vacancies you hsve access to. Use the search boxes or page through to find = specific vacancy
£ Find Applicant
Sho tment comp
A star (%) indi an appiicant hss requested Ressonable Adjustments to the interview process
Job Reference Job Title ¢ Status &
¢ rod = Closing Date ¢ Applicants Actions Access
V03115 Business Specialist (Moodle) Closed 09-May-2014 0 # Manage Vacancy  ~ Administrator
V03135 Application Spacialist [Technical Specialist 2] Moodle Closed 09-May-2014 0 & Manage Vacancy Administrator
VD03222 Research Fellow Open 28-Feb-2015 0 # Manage Vacaney v Administrator
VD03273 Research Fellow Open 26-Feb-2015 0 # Manage Vacancy  ~ Administrator
VE02891 Bonita Trust Genizah Research Associate Closed 18-Apr-2014 0 # Manage Vacancy Administrator
VE03099 Deputy Head of Music Collections Closed 25-Apr-2014 0 # Manage Vacancy  ~ Administrator
VF03229 University Constable Open 26-Feb-2015 0 # Manage Vacancy  ~ Administrator
VF03280 University Constable Open 26-Feb-2015 0 # Manage Vacancy ~ ~ Administrator
VHO3059 Library Assistant {LL.M Collection) Closed 16-Apr-2014 40* & Manage Vacancy Administrator
VHO3171 Clinical Lecturer Open 26-Feb-2015 i # Manage Vacancy =~ Administrator
(260f28) '« <« 19 20 M 22 23 24 26 26 27 28 » = 1D [=
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Note: Recruitment can only be completed for a vacancy when the vacancy closing date
has passed.

2) Select ‘Vacancy Configuration’ from the left hand menu

Vacancy Overview

Applicants

Process Applicants (11)

Manage Manual Applicants (1)

Vacancy Configuration

Tasks

The following screen will then be displayed:
{ HR | HR Admin Web Application

Home Vacancies Adrmin Reports Logout

VHO03059: Library Assistant (LL.M Collection)

Vacancy Overview

Applicants

General Configuration Contact Information Reference Correspondence  Retention Policy

Process Applicants (40)
Manage Manual Applicants (0
Vacancy Configuration

Vacancy Configuration
Mark a closed vacancy as recruitment complete

Tasks

Manage Rejection Correspondence Complete Recruitment on Vacancy

Manage Reference Reguests
Manage Offers (1)
Manage CoS Requests (0}

Correspondence

Awaiting Confirmation {0)
Completed and Othars ()

View or Record Correspondence

Permissions
Motes (0]

Attachments (0}

3) On the General Configuration tab click in the box next to Complete Recruitment on Vacancy.
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Compiete Recnitmaent on Vacency

The following message will be displayed:

Confirm Complete Recruitment

Are you sure you want to complete recruitment on this vacacny [VHO3Z059 - Library
Assistant (LL.M Collection)] 7

Mote: This action is not reversable

No, don't complete recruitment Yes, complete recruitment

Click on ‘Yes, complete recruitment’.

Note: You can also mark a vacancy with Recruitment completed from the main vacancy list:

Show vacancies with recruitment complete
A star () indicates sn applicant has requested Reasonable Adjustments to the interview process
Job Reference Job Title & Status ¢
hd Closed El Closing Date < Applicants Actions Access
02805 Research Associate in Theological Ethics Closed 14-4pr-2014 3 # Manage Vacancy [ Administrator
02862 Research Associate Closed 22-4pr-2014 1 # Complete Remitme'i- Administratar
AGD3061 Category Manager Closed 22-Apr-2014 40* # Manage Vacancy d Administrator
AGD3141 Calegory Manager [Leave Cover] Closed 22-Apr-2014 o # Manage Vacancy = Administrator
AKD2923 Intemational Student Administrator Closed 22-Apr-2014 40* # Manage Vacancy = Administrator
AKD2I309 Esquire Bedell Closed 26-May-2014 o # Manage Vacancy - Administrator
AR02985 Festival and Oufreach Assistant Closed 16-Apr-2014 40* # Manage Vacancy - Administrator
EAD3095 Assistant Gardener Closed 22-Apr-2014 40* # Manage Vacancy = Administrator
EW03060 Research Facilitator Closed 13-Apr-2014 0 # Manage Vacancy = Administrator
GED2803 Graduate Library Trainee Closed 14-Apr-2014 40" # Manage Vacancy — ~ Administrator
{1 of 15) 123|456 |6,7 8| 9|10 L e 10 |E|
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9. Purging of applicant identifiable data

The Web Recruitment System aims to make it as easy as possible for departments/institutions to
comply with the University’s existing retention policy for recruitment documentation, whilst
maintaining some flexibility and the ability to generate recruitment management information in the
long-term.

Once you have marked a vacancy as complete, it will normally be subject to automatic purging by
the system 12 months after the vacancy’s closing date for online applications. This means that data
which makes it possible to identify individual unsuccessful applicants will be removed but
anonymised details (including equal opportunities information) will be retained so that it is still
possible to generate reports and undertake trend analysis (for example, for Athena SWAN or equal
opportunities monitoring purposes). Details of the successful applicant, including their application,
will be retained.

The exception to this purging schedule is where the successful applicant for a vacancy requires a
Tier 2 CoS. In these circumstances, immigration rules require us to retain recruitment
documentation for 12 months or until a UKVI compliance officer has examined and approved them,
whichever is the longer period. The system will recognise vacancies where a CoS request has been
made. It will ensure that they are not purged 12 months after the closing date but retained until UKVI
compliance officer has audited them.

You will be reminded in advance when a vacancy is approaching 12 months after its closing date
and is eligible for purging. This will be done through on-screen messages.

If at this point, or any earlier in the recruitment process, you are aware of a legitimate and
compelling reason (e.g. ongoing legal proceedings) why the vacancy should not be subject to the
normal purging rules, you must speak with the relevant HR Business Manager or the Head of
Recruitment. Having considered the data protection implications of your request, he/she will be able
to authorise an exception being made and you will then be able to ask the CHRIS Helpdesk to mark
the vacancy as a purging exception.
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10. Exceptions to the ‘Standard’ Process

10.1 Studentships

Please note that studentships should not be made available to receive applications using the Web
Recruitment System. Studentships are not employment contracts and using a system designed for
recruiting employees may cause confusion on this matter.

10.2 Applicants sourced through agencies

Where you have decided to use a recruitment agency to source applicants, this should be handled
as follows:

® Where you are using an agency, as well as advertising the vacancy on the University’s Job
Opportunities pages and accepting direct applications — any applicants forwarded to the
appointing body for consideration should have their details entered into the Web Recruitment
System using the manual application entry process described in the section on adding an
applicant to a vacancy. Applications sifted out by the agency, which the University does not
see/review, do not need to be recorded in the system.

® Where you are using an agency as the only means of sourcing your applicants and are not
accepting direct applications through the Web Recruitment System, it will not be possible to
record details of the applications forwarded by the agency in the system. Instead, applicants
forwarded to you should be asked (by the agency) to complete a CHRIS/5 or CHRIS/6 form (as
applicable). These should be handled as described in the Recruitment Guidance at:
http://www.admin.cam.ac.uk/cam-
only/offices/hr/recruitment/candidates/applications.html. In order that the University's equal
opportunities data is complete, please provide details of the applicants’ equal opportunities
information as described in the information found at: http://www.admin.cam.ac.uk/cam-
only/offices/hr/recruitment/candidates/closing.html.
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