Recruitment Process Flowchart
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Request Job Role Approval form
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Link -
https://solutions4health.jotform.com/23
2064388094056

|

HR

HR reviews forms/JD/Advert and
contacts manager for more information

If vacancy not approved - further

4

HR

Position Approval process with
executive team

HR

HR

4

discussion with LM and change

/ status to 'Denied' on JotForms

If approved - Change 'In progress
status to 'Approved' on jotforms

Vacancy posted on Talos and
NHS site

4

HR notifies manager that job is
live (by email) and shares link

. Vacancy Live

4

HIRING PROCESS

4

Manager reviews applications
(CVs) and shortlists

Manager organizes interviews

and invites shortlisted applicants )
Managers just need to move

the candidate to the HR to

Line Manager

Manager writes interview
questions/selection process

Approve Offer Letter stage
Manager rejects unsuccessful under the Offer milestone
which will trigger and email

app“cants On Talos to the HR inbox for the

Manager verbally offers role

Manager drafts offer letter and
sends to HR for checking via Talos
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How to manually add candidates to roles
(even if expired):
Here’s the guide you'll need:

- Manually Upload a Candidate - Talos

Help Guide



https://support.talos360.com/en/articles/203460-manually-upload-a-candidate
https://support.talos360.com/en/articles/203460-manually-upload-a-candidate
Link%20-%20https:/solutions4health.jotform.com/232064388094056
Link%20-%20https:/solutions4health.jotform.com/232064388094056
Link%20-%20https:/solutions4health.jotform.com/232064388094056
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HR checks offer letter and sends it
back to Manager via Talos

4

Manager sends offer letter to
candidate via Talos preferably/ email

<

How can a manager send the offer to the candidate once HR has
approved it?
When a candidate is moved to the Written Offer stage under
Offered, an email screen will automatically pop up with the option
to attach the offer letter to send to the candidate.

Manager to ensure candidate has accepted WRITTEN offer
via Talos or Email/ chase if required

y

Once offer accepted by candidate, Manager sends CRF to HR
with CRF, JD, interview notes, offer letter

4

Manager changes status on JotForms to 'AAA Generate
Contract' to request HR to initate onboarding

4

PRE EMPLOYMENT CHECKS

4

DBS, RTW, Welcome email, Signed Policy,
Immunisation to be send to candidate

Email to IT, admin, payroll

Once inputs received from candidate - chasing for Set up radar, bright HR,
References, Immunisation, pending items, id badge. Thasco

Once all pre-employment checks completed - HR
communicates with manager for confirm start date
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FIRST DAY INSTRUCTIONS

J

HR activates 3 system - radar, bright HR and Thasco and
emails the guides related to the system and benefits

¢

HR sends 2 onboarding forms

Declaration of Interest Policy
Confidentiality Policy Statement

v

Manager - verifies documents and emails HR and begins
completion of induction checklist

RECRUITMENT TIMELINES

Pre-Employment

Recommended Timeline
Check

If no Immunisation

checks Minimum 2 - 3 weeks

If Immunisation Checks || 4 weeks - 6 weeks (may be longer depending on immunisation
are needed requirement and individual’s immunisation status)

End of process
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