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1. Web Recruitment — Introduction to Release 4

1.1 Overview of recruitment-related systems and Web Recruitment Releases 1 -3

The recruitment process begins with the identification and definition of a vacancy. This includes
developing or updating the PD33 or 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 Grading team in the HR Division.

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

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

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

Permission to fill a vacancy is then requested and granted in RAS. In most cases, the vacancy should
then be advertised. Once all required permissions for a vacancy have been obtained, RAS can be
used to place an advert on the University’s Job Opportunities pages and to send to external media for
publication.

In RAS, a department/institution records whether or not they will be inviting online job applications via
the Web Recruitment System. Where the Web Recruitment System is to be used, RAS will;
o Insert an ‘Apply online’ button on the advert for the vacancy on the Job Opportunities pages;

¢ Insert a URL in external adverts for the vacancy, which routes to the relevant advert on Job
Opportunities.

The Web Recruitment System can then be used to receive and process applications received.

The first release of the Web Recruitment System focused on:

Allowing applicants to apply online via the University Job Opportunities pages;
Automatically acknowledging applications;

Allowing recruiters to view, email and print applications;

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

o Transferring the successful applicant(s) into the CHRIS Recruitment Module.

The second release of the Web Recruitment System focused on:
o Allowing applicants to copy personal details, qualifications and employment history from a
previous application;
o Allowing recruiters to generate rejection emails and letters to applicants;
Allowing recruiters to generate reference request emails and letters;
¢ Allowing referees to upload their reference into the system after a reference request email has
been sent to them.

The third release of the Web Recruitment System focused on:
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Allowing recruiters to generate an email to the successful applicant where they 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 and upload supporting documents;

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 for submission to HR;

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 as a purging exception;

Automated deletion of unsubmitted 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 reports of applicant information from within Web Recruitment and export results to
Excel; and

Adding bookmarks to the application pack PDF, allowing recruiters to navigate around more
easily between applicants and documents.

1.2 Release 4 overview

Release 4 focuses on:

Removing the need for vacancy administrators in departments/institutions to use the CHRIS
Recruitment Module and CHRIS/10A form for the majority of appointments and replacing these
with the following actions doing the following within Web Recruitment:

o Recording details about the offer and appointment within a new Offers section;

o Uploading supporting documents for an appointment (and Tier 2 Certificate of
Sponsorship application, if required); and
o Submitting an electronic Appointment Request to the HR New Appointment team.

Pre-filling the Offers section with details about the applicant (from their online application form)
and the position (from CHRIS);

Allowing vacancy administrators to generate an offer letter to the successful candidate using
details that they have entered into the system or upload an offer letter they have created
outside of the system;

Allowing vacancy administrators to download a cover sheet for any supporting documents
being sent to the HR New Appointment Team outside of the system;

Recording details of how and when offer letters were sent to the successful candidate;
Storing and accessing offer letter history;

Allowing the New Appointment Team to receive and view appointment requests online within a
new HR Processing section of the system; and

Allowing the New Appointments team to transfer details of the applicant and appointment into
the CHRIS Recruitment Module.

Departments/institutions should request appointments via Web Recruitment wherever possible and the
New Appointment team will transfer successful applicants to CHRIS using their screens within the
system. The supporting documents cover sheet can then be downloaded and attached to supporting
documents and returned to the HR New Appointment Team for processing.
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1.3 HR system linkages

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

Diagram 1: HR systems linkages in the recruitment process

Job advert information

Job Opportunities
pages

New RAS

New academic/research post
or amended existing post information

Existing post information

CHRIS

Recruits click link

New appointee information

Web Recruitment
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1.4 System and process support

Technical queries relating to the Web Recruitment System should be directed to the CHRIS Helpdesk
by emailing chris.helpdesk@admin.cam.ac.uk.

The New Appointment Team should be contacted for advice about making appointments via
hrnewappointmentteam@admin.cam.ac.uk.

The Compliance Team should be contacted for advice about Tier 2 Certificate of Sponsorship
applications and other immigration matters via complianceteam@admin.cam.ac.uk.
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2. Web Recruitment — available documentation

This manual (shaded in grey below) forms part of the wider set of documentation for Web Recruitment
summarised in the table. These documents can be found on the HR Systems Web Pages, along with
additional supporting information (including links to videos and release notifications).

Title | Document Type Description

Guide for Selectors User guide A guide designed for selectors that describes the process of logging on to
Web Recruitment, viewing and downloading application packs.

Managing Vacancies User guide This is the main user guide, which explains how to find vacancies in the

system, grant other access, download application forms, record outcomes
at each stage of selection and complete recruitment so that the appropriate
retention policy is applied to the details of the vacancy.

Tier 2 Certificate of
Sponsorship —
Requesting Applicant
Details

Quick reference

This is a two page pictorial overview of the end-to-end process for
requesting information from a successful applicant for a Tier 2 Certificate of
Sponsorship (CoS) application. It is intended for users who do not require
the level of detail provided by the step-by-step instructions in the user guide
below.

Tier 2 Certificate of User guide This guide provides detailed step-by-step instructions on how to request

Sponsorship — that a successful applicant logs back into their Web Recruitment account to

Requesting Applicant provide information and supporting documents needed for a Tier 2 CoS

Details application.

Generating User guide This guide explains how to generate rejection emails/letters and reference

Correspondence request emails/letters within the system. It also details how to view
references uploaded directly into the system by referees and how to upload
references received by post/email.

Generating Reports User guide The Web Recruitment system provides standard vacancy reports for

applicant and referee details (for example, for use in mail merges or for
emalil lists). This document describes the standard reports and how to
generate them. It also describes how to use the custom reporting tool built
into the application.

Managing Offers

Quick reference

This is a two page pictorial overview of the end-to-end offer and
appointment process. It is intended for users who do not require the level of
detail provided by the step-by-step instructions in the user guide below.

Managing Offers User guide This guide describes the process of making an offer, generating an offer
letter, recording offer outcomes and entering additional information so that
an electronic appointment request can be made to the HR New
Appointment team. This process replaces the need for
departments/institutions to use the CHRIS Recruitment Module and CHRIS
10(A) form for most appointments. The guide also provides a summary of
how to request Tier 2 CoS information; full details are in the CoS guide.

Overview of the User guide A guide for internal users of the Web Recruitment System that describes

Applicant Process the process of making an online application from the applicant’s
perspective.

Applicant Frequently FAQs This document details common queries from applicants that have been

Asked Questions (FAQS) reported through the CHRIS Helpdesk, in the applicant survey and to
vacancy contacts within departments/institutions.

Administrator Frequently | FAQs This document details common queries from recruiters, selectors and

Asked Questions (FAQS) vacancy administrators reported through the CHRIS Helpdesk, in the
department/institution benefits survey and system demonstrations.

Processing Appointment | User guide This guide is for the HR New Appointment team and describes how to find,

Requests

check and process Appointment Requests from departments/institutions.
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3. Requesting a Tier 2 Certificate of Sponsorship (CoS)

3.1. Actions required before reaching the CoS details section of the process

When an applicant is selected and moved to Offer in progress, the following offer confirmation
window appears:

Confirm Offer x

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 Requesis'

section

Applicant Name CoS5 Required?

Bzll, Emma CoS Reguired

No, don't update applicants Yes, update applicants

4

The confirmation window will indicate whether a CoS may be needed by the successful applicant
based on his/her responses to the right to work questions in his/her job 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 by selecting from the drop-
down list.

|
\> Please ensure that you record the requirement for a Tier 2 CoS accurately for each of
your vacancies in Web Recruitment

It is very important that this information is recorded correctly because the University is
required by law to keep certain documents and information from the recruitment process
indefinitely where an individual requires a Tier 2 CoS. The Web Recruitment System will
only retain records beyond the normal University retention period for completed
vacancies where it is instructed to do so; in this case, that means ensuring that the
successful applicant is recorded as requiring a CoS.

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.

Please note that you will have the opportunity to change your response to the “CoS
required?” question later in the Offer process if circumstances change.
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The applicant will then appear in the Offers tab.

M Processing faparts Admin

AHO4398: Clerk (Offer to Miss Margaret Brownhurst)

oo Offer overview for Miss Margaret Brownhurst

This paps guies you through the key steps in the offer process. and indcates the
| 1) Confirm offer positicn PrOQIEss you have mads in the olter for 8 pacutar applicant
You can rarvigate back to $as screen al any tme using the lefl-hand menu

It 18 strongly recommenced that you resew he Maks a0 offer and send reachons sechon
of e Recrutment Goadanes Defore proceedng

Step 1 Confirm offer position
Click on the button balow %0 sslect the postion for which you am making an ofiar

Once confirmed. $wa datais of ths position will ba dafauttod o the Record offer
dotals sechon

Confirm position for this offer

.

Applicant information
Miss Margaret Brownhurst

meginere com
Submitied 12.Feb.2015 16:39:22

Status Active

The CoS process is Step 5 in the six-step offer process.

Full details of the process for Steps 1 to 4 are included in the Managing Offers Guide on the HR_

Systems pages.

This guide focuses on Step 5 of the process, once a conditional offer has been already been
accepted. Once this outcome has been recorded in Step 4, you will be routed automatically to Step

5.
Certificate of Sponsorship (CoS)
It is very important that we have an accurate record of whether the appbcant requires 3 Tier 2 Certificate of Sponsorship (for example, so that
the system does not purge data relating to this vacancy after 12 months), Please chack and update this information as required below
Copyright © 2015 University of Cambridge Last Modified: February 2015 Page 8
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Your first task within this section is to confirm whether a Tier 2 CoS is required for your successful
applicant to obtain right to work in the UK, having confirmed this with your successful applicant.

You also need to decide whether you will:

e Use the system to request that the applicant logs back into their Web Recruitment account to
provide further details and supporting documents required for their Tier 2 CoS Application;
OR

e Contact the applicant outside of the system to request the required documents.

Detailed guidance on Tier 2 of the points-based immigration system (including the Tier 2 CoS
application process and required documents) can be found on the HR Division’s Immigration web
pages.

1 Confirm whether the applicant requires a Tier 2 CoS and whether or not you will be using the
system to obtain CoS details/documents from them by selecting the appropriate value from the drop
down list.

Does the applicant require a Tier 2 CoS57

Yes - and | will use the system o reguest applicant CoS information =

Yes - and | will use the system to request applicant CoS information

Yes - but | will contact the applicant outside the system for CoS information

Mo

If the CoS is for an applicant who applied outside the Web Recruitment System and was
then added as a manual applicant, you will not have the option to use the system to request
CoS details.

2 Click on the Confirm button.

Confimm

The rest of this user guide focuses on how the rest of the process works when you have
selected and confirmed either of the ‘Yes...” options from the drop-down menu shown above.

e If you selected Yes — and | will use the system to request applicant CoS information,
follow the instructions provided in section 3.2 below and onwards.

e If you selected Yes — but | will contact the applicant outside the system for CoS
information, follow the instructions in section 3.5.2.
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3.2 Inviting an applicant to complete their CoS details in Web Recruitment

3.2.1 Steps to be taken by you

Where you have clicked on Yes — and | will use the system to request applicant CoS information

(as described in section 3.1), you will be routed automatically to the second tab within Step 5 — CoS
request.

Here you will be recording contact details to be provided to the successful applicant when they are
emailed by the system and asked to log-in to enter details required for their CoS application. He/she can

then use these contact details in the event that there are any documents which they are not willing or
able to upload.

CoS request

This form contains the postal address that the applicant will be presented with should they need to post any of the required documentation.
Once you are happy that it contains the comrect information you can send a request for information to the applicant.

CoS postal details

Contact Title: Contact Address:
Mr “ The Old Schools
i Trinity Lane
Contact Name: Cambridge
Simon Vi CB21TT
Contact Title: Contact Email:
Joh Title

simon.virr@admin.cam.ac.uk

Contact Telephone:

Save Request Information

Review/update or enter the contact details that you wish to be provided to the successful applicant.

If you created a system-generated offer letter for this applicant, the contact details used for
the offer letter will be displayed by default. These can be amended as required.

Click on the request information button.
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Request Information

A confirmation message will then be displayed to check that you wish to proceed with requesting
CoS details from the successful applicant.

Send Request for CoS Information x

%ou are about to request that the applicant: Brownley, Margaret logs back into the recruitment system to
provide the additional details required for a Tier 2 Cerlificate of Sponsorship request.

Applicants will have the option to supply supporing documents through the post

Request Information

Before clicking on Request Information, decide whether you want the applicant to be asked to
provide proof of any qualifications/professional registrations and update the drop-down after
‘Request that applicant provides proof of their qualifications?’ as required.

Request that applicant provides proof of their qualifications:

You must choose “Yes” where a qualification / professional registration was specified in the
job advert as required (rather than desirable) for the post.

Click on the Request Information button.
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Send Request for CoS Information x

You are about to request that the applicant: Brownley, Margaret logs back into the recruitment system to
provide the additional detailz required for a Tier 2 Certificate of Sponsorzhip request.

Applicants will have the option to supply supporting documents through the post

Request Information

The applicant is then sent an email inviting them back to their Web Recruitment account to
provide details and documents required for their Tier 2 CoS application.

Request that applicant provides proof of their qualifications:

The CoS Status in Step 5 will be updated to reflect that data has been requested.

Data Requested

CoS Status Information:

m Not Requested: Request for CoS3 application details not yet sent.
n Data Requested: Request for CoS application details sent, awaiting information from the applicant

m Data Received: Applicant has completed required CoS information

It has been confirmed that a CoS is required.

3.2.2 What the applicant sees

When you make a request for the applicant to provide you with CoS details, the following standard
email is sent to his/her registered email address:
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Prowc Thamtt Saret Tenth T 1 30T/2004
U Mar gt gy

Ce

Yunjers Primare i Contidentin Uniersty of Camtmage - Sraesde Cus Detad)

Dear Dr Hancock,
Application for Professor of Software Development ref: 02787

We have recently been in touch with you about your application for this job. As you do not already have the legal right to
take up this job in the United Kingdom, we need to apply to the UK Government for a Certificate of Sponsorship before
you can apply for a visa and we can progress your application further. To help us to do this, we need you to tell us some
more information about yourself.

Please log in to our online recruitment system (at https://hrsystems.admin.cam.ac.uk/recruit-ui/) and follow the
instructions under the heading "Additional information required”.

Yours sincerely,

When the applicant clicks on the link provided in the email they are directed to the Applicant log-in
screen where they will need to enter their email address and password.

When the applicant logs into the system, the first screen they see explains at the top that they need
to provide additional information to us.

My Appécations Guidance notes and Help Logout

......

We heve made 8 condiions! offer of employment % you for the wecancy isisd below 2ne we require some Srer nformation %o be sbie 1o proce=d further wils sppointing you

Pliease cick on e Supply imormstion’ buion telow 1o begn compiesing the onime fom

Progress Job Sabmitted Requested Date Action

§3240: Senior invesbator Sciensst x 17-Jun-2014 1307-44 # Supplynformaon

TS page shows the =pofcedons you have stemed using e web reoutment sysiem

u {7 you wish fo =pply for 3 mew posiSion then you shoald do this via e Job Cpoorunites Page

8 Appicaions whieh you heve not submitied yet sre merked wih s cross = S Submitied cofumn. ¥ e dosing sie has not passed. you ten adit Fese by cidkng Edit AppScation. You can
=ls0 see what you have wites 50 7 by cickng the down 2mow on Pe nght of the 2chon bution anc choosng Review AppScabon: ths wit siow you to downlcas = paf document
contsiming yoor work to gt

& For sppicstons you dd not subet befoee he closing c=t=. you c3n see whst you amoie by cioong Reveew Applicaion

= Suomitiad sppicstions 5= marked with 3 ok in 2 Sebmittsd column You czn vew your spoiicsion by diclong Review Application 1o obizin 2 POF cocement contaiming your sppication

§ Fizsse diok Sawe or Sawe and Next on esch secion befors mowng on 1o enother tne. otherwss your work wil be lost.

8 For helo n comgieing your sppiicsion, plesse consult the Apicant Gudance

Progress Job Submitted Closing Date

B 03240 Senior Investigator Scisnfist v 235202015 4 Review Appicalion : v :
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The applicant can then click on Supply Information and a form is displayed with three tabs.

Here, they will provide/update personal and visa details, and upload any required supporting
documents which are needed for the Tier 2 CoS application.

This form has the same look and feel as the main application form and the applicant can save and
return, mark sections as complete and then check the details in a PDF before they submit.

My Applications Guidance notes and Help Logout

Confirm Personal Details = Vica Details = Supporting Documents = Submit »

Confirm Personal Details

Fleaee check that the information below ks accurate and that all of the required flekde are compiate. Tha information that you anter here will be wsed to complate your applicatlon for a Ther 2 Cerificate of
Spansorship. i you requirs any 3eskstanca duing this process then pleasa contact the racrulter for your vacancy (36 specified In the adven andiar Furthes Information document)

Personal Details Current Residential Address
Tithe: * Mrs = Address:* | 18 Village Read
Sumame [ family name: * | Lane City or town: * | Comberion

Forename:* | Margaret County, area, district or

province: *
Place of Birth: *

Country: * Unit=d Kingdom [+

Country of Birth: *

Postal code:

In which country will you oo Plasze Selsct - =
be applying far your visa® *

Current Visa Details
Do you have a current UK I — S=|=c.___|z|

visa? *

Type of current viea:

Expiry date of current viza:

[0 Mark this section as complete

Copyright © 2015 University of Cambridge Last Modified: February 2015 Page 14



Web Recruitment — Tier 2 CoS - Requesting Applicant Details @

My Applications ‘Guidance notes and Help Logout

Confirm Personal Details > Visa Details» Supparting Documents = Submit »

Certificate of Sponscrship Eligibility

Click the button below o go to the UK Visas & immigration website and complets thelr Points Calculator.

Winen asked 1o Biact which TIer you ara appiying far, plesse siect Ther 2 (Skillad Workers).
The Tier 2 categary you are applying for s Tler 2 (Gensral).
“You ehould answer "Yag” when asked I you have a valld Cerificate of Sponsorship.

L]
[]
[]
= YOUu should anewer Y'ae" when asked i you will ke aaming af Ieast the appropriate salary

Cnca complets, 30d up the number of pointe calculated for “aftributes”, "English Ianguage” and “Malntenance™ and entar the tatal figure Into the box
below.

Points calculator

Mumb2r of Points Calculatad -

Hawe you held any UK Tier 2 visa in the past 12 months which has now ended? *

—Pleaee Selact—- =

If yes, are you currentiy resident outside the UK?

—Pleaee Selact—- =

Hawe you held UK Tier 2 visas continuoushy since & April 20117

—Plzaee Select- =

[0 Mark this section a5 complete

A link to UKVI’s points calculator is supplied so that the applicant can check/enter their points score.

My Applications Guidance notes and Help Logout

Confirm Personal Details » Visa Details » Supporting Doo Submit =

Supperting Document Upload

WWe require the following documanie 1 b2 abl2 1o requast a Tler 2 Cenificale of Spansorship for you. These GacUments can efihar by upkaadad using this page of altarmatively postad to:

D Bloggs
Here

Document NIA? Posted? Uploaded? Filename
\Where any of the documents are in different names, evidence of the change (e.g. marmriage
certificats) L4
Translations of evidence of qualification, where not in English o
Copies of evidence of any required academic or professional qualifications & Delete File = MMy Ducur_nenrjﬂt‘aderrk:
Template pdf
Copy of existing UK visa (if current) o
Copy of your passport o

+  Mark this section a5 complete
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The Supporting Document Upload screen provides details of documents that the applicant may
need to provide and, for each one, requires them to upload a copy or indicate that they have posted
it to you, or that it is not applicable to him/her.

Once all sections are answered the applicant must complete the declaration (e.g. to confirm that the
information is correct and complete) before submitting.

LUNIVERSITY OF
CAMBRIDGE

wes Raoumment

My Appikcations Gaslance notes sod Help Logout

Confem Parsanal Detads » Vi Owtande » Lupporting DoCumeits »

An applicant can also click on Review information to check his/her details and any uploaded
documents before submitting them:

Confirm Personal Details = Viza Details = Supporting Documents » Submit =

Do v B A A = o e =

Review Additional Information

Pleaee use the tution below 1o dpsamicad and review 3 COopy of the agditional Informahan you haye enterad.
T yau wieh to comesct any Information then pleass uea the nay ;E"l:l" {abs above to cormact yaur Informaticn

+ Review Information

A PDF version of the information provided will then be displayed to the applicant for checking.
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E R UNIVERSITY OF Certificate of Sponsorship Applicant Details
€% CAMBRIDGE eral

Personal Details

Vacancy: DEN3139 - Assistant Director of Research
Applicant: Margaret Lane

Submitted / Confirmed:

Personal Details Current Residential Address

Title: Mrs Address: 13 Village Road
Surname: Lane CityTown: Comberton
Forename: Margaret County / Area:

Place of Birth: Postal Code: -

Country of Birth: Country: United Kingdom

Current Visa Details

Do you have a current UK visa?
Type of current visa:

Expiry date of current visa:

Eligibility

Mumber of points from UK Visas and Immigration calculator:

In which country will you be applying for your visa:
Hawve you held any UK Tier 2 visa in the past 12 months which has now ended? -
If yes, are You currenty resident outside the UK? -

Hawve you held UK Tier 2 visas continuously since 6 April 20117 -

Supporting Documents
Document Name | N/A | Posted | Attached
Version: 3.1.0 Generated: 10:52 ., 18 Jul 2014

Once the applicant is satisfied that the information is correct, they can then submit the CoS details
by clicking on the Submit Information button.

Submit Information

The applicant is then asked to confirm before continuing and a message is displayed to show that
the information has been received.
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3.4. Viewing the applicant’s completed CoS information

1. Once an applicant has submitted his/her CoS details and any supporting documents within the
system, the status of the CoS Request will be updated in Offer step 5 to Data Received.

AH04398: Clerk (Offer to Mrs Margaret Brownley)

i;:ep i m Misekocuiaion m

Certificate of Sponsorship (CoS)

It i very important thal we have an accurale recocd of whethar the sppheant requies 8 Tier 2 Canficals of Sponsorshp (for example, 50 (hat
the systam does not purpe data reiating 1o ths vacancy afer 12 months) Please check and update this informaton as required below

You can also deide Delow # you would ke fo use the system Lo requast that the apphicant logs back in 1o provde further detads raquired lor
ther CoS apphication. Alerratively, you can handie this yoursalf outsde of Se system

CoS Status Information:
= Not Requested: Raquest for CoS applcation detads not yet sant
a Deta Requestad: Request for CoS spplcabion details sam, awaiting imformaton from the applicant

» Data Received: Appicart has compieted required CoS information

It has boen confirmed that 2 CoS s mquired

v

You will need to log in and check Step 5 of the offer when you are waiting for CoS
information so that you know when it has been received.

2. When you see a status of Data Received, click on the CoS documents tab (the third tab in Step
5). The CoS information and documents provided by the applicant are visible there.

CoS documents

The suppartng documents required for a Tier 2 CaS application should crdinanly have been uploaded by the agplicant theough the web
recrutment system This page aliows you 10 view the documents hat they have oploaded and also 1o upload them yourself # the appicant
chose 10 sand tham 1o you outside of the system

s Download Co$ Inf

Posted o
Document provided by applicant NA dariwont ke
Copy of passpon = MALOT table docx
Copy of vaa =3 MALOT tabde.docx

Translatan of quaiificabons

Ewvidance of name change
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c@@'s

The on-screen table indicates which CoS supporting documents have been uploaded into
the system by the applicant, which (if any) he/she has posted to you and which are not

applicable to him/her.

3. Click on Download CoS Information button.

+ Download CoS Information

4. Click on Open.

Do you want to open or save Application.pdf from staging.hrsystems.admin.cam.ac.uk?

= Cancel

T

A PDF of the information that the applicant has provided for his/her Tier 2 CoS application will
then be displayed. This will include any documents that he/she has uploaded into the system.

Sewrined [ Cortoves  Jot 2004

B UNIVERSITY OF Ceqtificate of Sponsorship Applcant Detass
CAMBRIDGE Tier 2
| Presumsel timtmts |
Y acmy DEOZLEY  Assisinn Diwstar of Kesomeh
Appocary Vaigaret Lave

Yo s Aswren 19 Vilage Mawd
...... e Coptown Corpornn
Fawiuee Mt pawt Chnsty ) hrwn Cannle dgectie
Pace of Gem Draitass Pacw Cose
Courry ot Bew e Counery. Unasd Cogdom
Vi Detade |
00 pou bave & cuvent Us wxa’ No
Tyow &f Zuvert vaa.
Loy dam of curers vas
[ |
Iumter of pore Fore LUK Vizes and Tevigator caloubest o
~ cournry wil 130 be spplyng fer yoor viie U ngdom
Have Yo N vy UC Tar 2 ena o e pant LT maetny whach fas rew anded L
ok oy oo reakboet e i U -
M You e N Tar 7 wihis 1ontmanady sane & Apes JULLY ~

Gupseimag Decinnerm

Wi g S Fom COCanaTES A% 41 SIMYRT (R e o T CUG (8 4
|searnage Conde w)

Tramlatmns of evesrcs of guicassn whare ne o Esglab

Cophes o woMnce o ary gt scademc of crofursan e Gaslitatses

Copy of sudatag L¥ Vi (8 curmeet

Copy o your pasagern

Vees 214 Gerewms

1381 18 dwasss
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3.5. Providing supporting documents required for a Tier 2 CoS application

3.5.1 Uploading documents posted by the applicant (where other CoS details were
supplied via Web Recruitment)

Please follow the instructions below where you have used the system to gather CoS information
from an applicant and they have posted one or more supporting documents to you.

1. If you are not already there, please navigate to the CoS documents tab in Step 5 CoS details
for the relevant applicant (this will be the second or third tab, depending on whether you have
used the system to request CoS information).

2. Review the on-screen table with a heading of Documents provided by applicant.

Documents provided by applicant

Posted to

Document provided by applicant NIA e File
== R:\Personnel\Recruitment Services
Copy of passport Teams\Team Leaders ONLY\Liz's work\Copy
of passport for this applicant.docx
Copy of visa o
Evidence of qualifications ¥ Upload file posted by applicant

Translation of qualifications

Evidence of name change

Where there is a tick in the column Posted to department (see Evidence of qualifications in
the screen shot above as an example), you will need to scan and upload a copy of the
document concerned once you have received it in the post from the applicant.

3. Click on the Upload file posted by applicant button.

¥ Upload file posted by applicant

4. Click on the Choose button in the pop-up window.
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Upload Supporting Document
Please use the button below to select and upload a supporting document.

m The following preferred file types are supported: *.docx, *.doc, * ppt, *.pptx, *.rif, *.txt. If you cannot upload a
file in any of these formats, you may alse upload a *.pdf file;

m The Applicant Guidance has information on converting other file types;

m Each file must not exceed 4MB in size;

m Please note all uploaded files are converted to POF documents.

The upload and conversion process can sometimes take a few minutes. Please do not move away from
this page, this window will close once the upload is complete.

+ Choose

Close Upload Window

5. Select the relevant file from your file directory.

:_)(:) | .~ Team Leaders ONLY ~ Liz’s work ~ - I‘QJ I Search Liz'’s work 2
Organize ~  New folder £ - 0 @
' Favortes 21 Name | Date modified - | Type 2
Bl Desktop @Cowof passport for this applicant 22/02/201518:28 Microsoft
‘§ Downloads 7 CoS supporting document for this applicant 19/02/2015 D640 Microsaft
=L Recent Places &) CoS application for this applicant 19/02/2015 06:39 Microsoft
4 Recentty Changed
| Public Eﬂ HR21 for this applicant 16/02/201511:13 Microsoft
Eﬂ HR15 for this applicant 16/02/2015 1117 Microsoft
- Libraries Eﬂ HR4 for this applicant 13/02/201510:36 Microsoft
3 Documents Eﬂ Application form for this applicant 134022015 08:11 Microsoft
’J: Music e Eﬂ Supporting paperwork for appointment - test 15/01/2015 09:54 Microsoft
&) Fictures @) Copy of certficate 19/01/20150816  Microsoft
B videos B Recruitment Applicants and Referees 07/01/2014 1708 Microsoft s
e —— a0 | _*l_I

File name: || x| faiFies ¢ =
Open |v| Cancel |

=

6. Double-click on the file or click on the Open button.

Cpen -

A PDF icon and the file’s name will be listed in the File column in the relevant row of the
documents table (see Evidence of qualifications in the screen shot below as an example).
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Documents provided by applicant

Posted to

Document provided by applicant N/A e File

= R:\Personnel\Recruitment Services

Copy of passport Teams\Team Leaders ONLY\Liz's work\Copy
of passport for this applicant.docx

Copy of visa v

o R:\Personnel\Recruitment Services

Teams\Team Leaders ONLY\Liz's work\Copy

Evidence of qualifications of certificate.docx

@ Delete file

Translation of qualifications

Evidence of name change

7. Repeat the process above for any other documents posted to you by the applicant outside of
the system.

3.5.2 Providing CoS supporting documents to HR (whether or not you have requested
CoS details using the system)

You will need to follow the instructions below whether or not you have used the system to request
details from the applicant for their CoS application.

In either case, you will need to ensure that you have uploaded (or indicated that you will post to the
HR New Appointment team) all of the required/applicable supporting documents for the Tier 2 CoS
including:

e The Tier 2 CoS Application Form;

e Supporting documents from the applicant (e.g. copy of passport, copy of qualifications
where you did not request these using the system);

e Supporting documents from the department/instutution in relation to the recrutiment process
(e.g. screenshots of adverts, selection criteria and interview notes).

1. If you are not already there, please navigate to the CoS documents tab in Step 5 CoS details for
the relevant applicant (this will be the second or third tab, depending on whether you have used
the system to request CoS information).

2. Scroll down to Additional documents that may be required and click on the drop-down list.
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Additional documents that may be required:

| — Please select —

— Please select —

Selection criteria for the job
Screenshotsiscreen prints of all advertisements placed

HR7 Further Information document, CHRIS/PD33 ar role description

Interview notes
Copy of the contract with the recruitment agency (where used for this recruitment process)

Copy of the recruitment agency's invoice (where used for this recruitment process)

3. Select one of the types of supporting documents.

4. Choose to either upload the document or confirm that you will be posting it to the New
Appointment Team.

a) Upload the document

Click on the radio button next to this option.

Additional documents that may be required:

Evidence of qualifications

® Upload a document

Add as document being posted to the Mew Appeointment team

+ Choose

Click on the + Choose button and select the document to be uploaded from your file
directory.
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Select the file and double-click or click on Open.

The document type will then be listed in the table, with a PDF icon and the document
name’s in the File column of the table (showing that it has been uploaded successfully).

Posted to
Document to be provided by department NiA L
Appointment
Team
Tier 2 CoS application form s

File

Screenshots/screen prints of all advertisements

= M:\Attachment check list.docx
placed =
HR7 Further Information document, CHRIS/PD33 =
or role description
= M:\LOT table.docx
Selection criteria for the job & Delete file
Interview notes v

b) Confirm that you are going to post the document to the New Appointment Team

Click on the radio button next to this option.
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Upload a document

Documents provided by department

Additional documents that may be required:

Add as document being posted to the New Appain@

Add

Copy of the recruitment agency's invoice (where used for this recruitment process)

Click on the Add button.

The document type will be listed in the table and will have a tick in the Posted to New

Appointment Team column.

Document to be provided by
department

Tier 2 CoS application form

Screenshots/screen prints of all
advertisements placed

HRT Further Information document,
CHRIS/PD33 or role description

Selection critenia for the job
Interview notes

Copy of the recruitment agency's invoice
(where used for this recruitment process)

NiA

Posted to
New
Appointment
Team

<

[E

File

M:\Attachment check list.docx

M:ALOT table.docx
@ Delete file

7 Upload file

5. Repeat the process above until all required supporting documents have been uploaded or you
have confirmed that you are posting them.

Please note: if you did not request CoS details from the applicant using Web Recruitment,

there will be additional documents listed in the table below the drop-down list. These are

documents that you should have obtained from the applicant (as applicable). You will need to
upload those that are required or confirm that you are posting them.
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Posted 10
Document to be provided by departmant  NJ/A new File
appointments

copy of passpont 7 Upload file

Evdence of gualiications # Upload file

Copy of visa 7 Upload file

Evidence of name change ¥ Upload file

Upload file

Upload file

Transiation of qualifications

The table below lists all possible supporting documents for a Tier 2 CoS application and
when they are required.

Please note: the CVs/application forms of those who reached final interview do not need to be
provided as these will all be held within the Web Recruitment System already (so long as you
have added/uploaded the details of any applications received outside of the system; please see
the Managing vacancies and applicants user guide on the HR Systems web pages for details of
how to do this).

When document is needed for a Tier 2 CoS Application

Document type

Department/institution documents

Tier 2 CoS Application Form Always required

HR7 Further Information/PD33/role | Always required

description

Interview notes (which document Required if the Resident Labour Market test must be met (see
selection decisions and reasons) Immigration web pages for further information)

Selection criteria Required if the Resident Labour Market test must be met (see

Immigration web pages for further information)

Screenshots of adverts as evidence | Required if the Resident Labour Market test must be met (see

of Resident Labour Market Test Immigration web pages for further information)

Copy of contract with recruitment Where a recruitment agency was used as part of the process
agency

Copy of invoice from recruitment Where a recruitment agency was used as part of the process
agency

Applicant documents

Copy of applicant’s passport Always required

Copy of applicant’s qualifications Required where a particular qualification or professional
(where specified as required for the | registration was stated as a requirement in the advert/selection
position) criteria

Translation of the applicant’s Required where the applicant’s qualification/professional
gualification certificate registration certificate is not in English

Copy of applicant’'s UK visa Required where applicant has a current UK visa

Evidence of name change Required where any of the applicant’s supporting documents are

in a different name (e.g. because the name in the applicant’s
qualification certificate is a maiden name).

Copyright © 2015 University of Cambridge Last Modified: February 2015 Page 26


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

Web Recruitment — Tier 2 CoS - Requesting Applicant Details

6. Once all required CoS supporting documents from the applicant and from the
department/institution have been uploaded into the system, or it has been confirmed that they
will be posted to the New Appointment Team, tick the box to confirm that the details are now
complete and then click on Save or Save and Next.

Confirmation

« The preceding details are now complete and correct.

We don't need confirmation for you to save these details &s a work in progress, but you will not be able to proceed with the offer until confirmation is given.

Save Save and Next >

7. You will need to remember to post any documents to the New Appointment Team after you have
completed Step 6 of the Offer process in Web Recruitment. Please see the Managing offers user
guide on the HR Systems web pages for details of how to download a cover sheet to send with
any supporting documents.

3.6. Cancelling a CoS request

If you have indicated in error that an applicant needs a CoS, or circumstances have changed, you
can cancel pending requests for CoS information from applicants.

Please note that it is very important that you cancel a request where a CoS is not required so that
the correct recruitment documentation retention policy rules are applied by the system.

1) Within Offer step 5, click on the CoS Request tab.

2) Click on the Cancel Request button.
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CoS5 request

This form contains the postal address that the applicant will be presented with should they need to post any of the required documentation.
Once you are happy that it contains the correct information you can send a request for information to the applicant.

Co5 postal details

Contact Title: Contact Address:

Mr ~ The Qld Schools

. Trinity Lane

Contact Name: Cambridge

Sirnan Virr cB21TT
Contact Title: Contact Email:

Job Title simon virr@admin cam.ac.uk

Contact Telephone:

Cancel Request

The request for CoS information has been sent to the applicant.

3) Confirm the cancellation by clicking on Yes — cancel this request.

Confirm Cancel

Are you sure you want to cancel the CoS request for Reddy, Kiran?

No, don't cancel request Yes, cancel this request

This cancels the task and you will then be taken back to the CoS details screen so that you can
confirm that a Tier 2 CoS is not required or state that you will now handle the collection of the
CoS details outside of the system:
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NQ04413: Cleaning Supervisor (Offer to Mrs Margaret Brownley)

Step 5: Co$ details B

Certificate of Sponsorship (CoS)

It is very important that we have an accurate record of whether the applicant requires a Tier 2 Certificate of Sponsorship (for example, so that
the system does not purge data relating to this vacancy after 12 months). Please check and update this information as required below.

You can also decide below if you would like to use the system to request that the applicant logs back in to provide further details required for
their CoS application. Alternatively, you can handle this yourself outside of the system.

Does the applicant require a Tier 2 CoS§7?

“es - and | will use the system to request applicant CoS information

“fes - but | will handle the CoS process outside the system

R Conti

Please note that while you can still cancel a request once an invitation has already been
sent to the applicant it is advisable to speak with the applicant before doing this.
Cancelling will remove the applicant’s ability to supply addition CoS information in their
online account and this may cause confusion if they have already started the process.

Please also note that once the applicant has submitted their data, the CoS status is
updated to ‘Data Received’; it is no longer possible to cancel a CoS request once this has
occurred.
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