SERVICES

Employment History and
References



Employment
History and
References

Interview form
completed to
confirm candidate
met face to face,
including location,
date of interview,
questions asked

and answers,
English
competency
assessment, name
and signature of
interviewer and
name/signature of
interviewee

Fully completed Application Form Received

|

Immediate 10 year
employment
history obtained,
which includes
name of
employer, job
role, dates of
employment and
duties.

|

|

CV obtained with
full employment
history obtained.
All gaps explained.
CVincludes name
of employer, job
role, dates of
employment and
duties

|

Candidate undergoes interview with HR Team].
Employment History discussed at length,
including experience required in line with the

framework.

Information presented within the Application
Form and on the CV cross referenced against
supporting evidence including referee details
(see Reference diagram), qualifications,
education, training and professional

|

No concerns
identified

CV and
Application Form
uploaded to our

recruiter system,
[insert recruiter
system name]

registration.

|

Concerns raised
over the
information
supplied

Raised with the
NHS Counter

Fraud Authority.

pl

No Employment
History not
available

Application

process stopped
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Employment
History and

References Fully completed Application
Form Received

|

Referee details provided for
the continuous and
immediate 3 years

employment history. This
includes organization name, 3 years employment history

. — .
contact name, job role not available

(senior roles, supervisory

role or internal dept (i.e.
HR), contact email address

and contact number

|

Consent to contact referees

listed obtained in writing | v

Interview form completed Candidate to provide
to confirm candidate met additional “other types of
face to face, including references in line with NHS
location, date of interview, Employer Check Standards
guestions asked and Candidate undergoes (i.e. Character References;
answers, English < interview with HR Team. Volunteer reference, Self
competency assessment, Referee details confirmed. Employment references
name and signature of etc)
interviewer and

name/signature of
interviewee

Information presented
within the Application Form
cross referenced against the

candidates CV, (see \ 4
Employment History
Diagram), qualifications,
education and training.

! !

No concerns over Concerns over information
information supplied supplied/insufficient
information provided in line
with NHS Employers Check

Standards

No additional references
available.




Employment
History and
References

Vv

Reference request sent Application process stopped
using standardized
template for the referee to
complete. Referee asked to
confirm a number of

elements, including but not —> References not received
limited too: name of
organisation, dates of
employment, job role,
duties, any recent or
ongoing disciplinary action — Concerns over authenticity -
or referrals, the reasons for of references
leaving employment,
training or study (where
this is known)

Raised with the NHS
Counter Fraud Authority
and BEIS.

References received with
acceptable verification (i.e.
business email address,
company stamp, company
headed paper etc)

!

References verified against
CV and confirmed as
compliant

Reference uploaded to our

recruiter system, [insert
recruiter system name]
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