
 
 

   
 

 

 

 

 

 

 

 

 

Interviews Guidance  

 

This Guide is for Hiring Managers  
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Oracle Recruiting   

Guidance – Interviews 

Important: Please note that Walsall Council’s Recruitment and Selection Policy 

stipulates that all panel members should have completed the council’s 

recruitment and selection training and unconscious bias training; the panel 

chair must have completed both 

Recruitment & Selection Policy   

Recruitment & Selection Guidance 

 

Preparation: 

Now that you have completed the shortlisting for your vacancy, you will be ready to 

set up the interviews for shortlisted candidates.  Make sure that you have the 

following information to hand before you begin: 

• An interview date and a list of your agreed interview time slots – make sure 

you have booked a suitable room for the interviews. 

• Any other information that candidates may need to know about the interview, 

this should include: the full location address, details of any 

presentations/tests the candidates may have to undertake as part of the 

interview process. 

• Information about any reasonable adjustments required by any of your 

interviewees – it is advisable to contact any candidates who have requested 

adjustments to ensure that you are meeting their needs. 

• You can access Recruitment guidance, links to policies, procedures, guides 

and useful forms on our SharePoint site 

 

 

https://walsall.sharepoint.com/:b:/r/sites/ar1jx/Shared%20Documents/A-Z%20HR%20policies/R/Recruitment%20and%20Selection/LIVE%20Recruitment%20%26%20Selection%20Policy%2014.07.25%201.pdf?csf=1&web=1&e=ZFRwuY
https://walsall.sharepoint.com/:b:/r/sites/ar1jx/Shared%20Documents/A-Z%20HR%20policies/R/Recruitment%20and%20Selection/LIVE%20Recruitment%20%26%20Selection%20Guidance%2014.07.25%20-%20health%20amends%20Oct%2025.pdf?csf=1&web=1&e=ZcmEae
https://walsall.sharepoint.com/sites/ar1jx/SitePages/Inclusive%20Recruitment.aspx?web=1


 
 

   
 

Step 
Number   
 

Step Description Step Image  

1 Sign into OneSource. 

 
 
 

There is no need to enter 
a username or 

password, simply click 
the ‘Sign in with Walsall 

SSO’ option. 
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Click My Team and then  
Hiring 

 

 

 



 
 

   
 

 
3 

 
Your list of requisitions 
will load  

 
 
 
 
 
 

 

 

 
A list of all requisitions 
you are the hiring 
manager on or 
collaborating on will 
appear here.  
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Click on the title of the 
requisition you wish to 
set up interviews for.   

 
. 
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To view your applicants, 
click on the number of 
active applications. 

 

 
 
 

 

6 A list of the applicants 
you have previously 
moved to ‘1st Interview’ 
stage during shortlisting 
will be listed.   

 

Make sure at this stage 
that you have moved all 
of the correct applicants 
to the right stage. 
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You will now need to go 
back to your requisition 
to set up the interviews.  
To do this, click the ‘back’ 
arrow at the top left of 
the screen 

 
 
 
 
 
 
 

 
You will be taken back to 
the overview page on the 
requisition 
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In the menu at the top 
click on the interviews 
tab 

 
 
 
 
 
 
 
 
 
 
 

Click the ‘+Add’ button to 
add your new schedule 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
  
 

 
 
 
 
 
 
 
 

 

The ‘Interview 
Schedules’ section will 
appear. 
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A pop up window will 
show, click on ‘continue’ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
Basic Information:  
  
Template: The template is the confirmation email that will be sent to 
candidates once they have booked their interview time slot. It is 
important that you choose the right template for the role.   
 
Consider the following before choosing your template:  
  

• Are the interviews in person (face to face) or via Teams (Online)?  

• Does the role require a BPSS check?  

• Does the role require a DBS check?  
  
The template you choose should always include the words ‘Candidate 
Managed’ so that the candidates can book their own time slots.  We 
recommend that you don’t choose ‘Hiring Team Managed’. 

 
The template options will 
load 
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The How to start page 
will appear, if you would 
like the candidate to be 
in charge of selecting the 
interview slot then select 
candidate on this page  
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Use the template drop 
down to select the 
correct template option  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you wish to amend the 
schedule title, click into 
the box and free type the 
title you wish to use  
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 

Once you have selected 
the correct template the 
schedule title, owner and 
format boxes will 
automatically populate 
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16 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Free type into the 
interview title box to add 
the interview title  
 
 
 
 
 
 
 
Use the drop down menu 
in the address box to 
select the correct 
address for the 
interviews (you can type 
into the box to narrow 
down your search) 
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Click continue once you 
have selected the correct 
location 
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The configure schedule 
page will load, if you 
need to go back to make 
changes you can use the 
tabs on the right hand 
side to do so 
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20 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To allow candidates to 
book the interview 
straight away select the 
‘same day’ option 
 
 
 
 
 
 
Leave the other options 
on this page as they are 
populated and scroll 
down to ‘Do you want to 
receive a notification 
about the number of time 
slots available?’ 
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You can select the boxes 
if you wish to receive 
notifications when all 
candidates have booked 
their interview or when 
there are a small number 
of slots left to book; tick 
the relevant boxes or 
leave them blank if you 
do not wish to receive 
the notifications 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 

 
 

Click continue at the 
bottom right hand of the 
page and you’ll be taken 
to the ‘Add Interview 
Resources Page’ 
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The ‘before scheduling 
interview’ box will be 
automatically populated 
with the Walsall Council 
wording. If you would like 
to add details for the 
candidate enter this 
above the information 
already populated  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

The information in this 
box is automatically 
pulled into their interview 
confirmation email once 
they have selected a 
time slot. They will also 
see the date, time, 
location and names of 
the interview panel on 
this email.  
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Leave the ‘For the 
scheduled interview box 
and the ‘additional notes 
blank’  
 
 
 
 
 
 
 
 
 
 
 
 
 
Use the Interview 
Guidelines boxes for the 
purposes of the interview 
panel, free type into this 
box to add any relevant 
information for the 
interview panel 
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Add relevant 
attachments like a 
reminder of the JDES 
under documents  
 
 
 
 
 
Leave the rest of this 
page blank (the 
documents and links 
below do not work as we 
don’t use CV 
attachments for 
applications 
 
 
 
 
 
 
Click on the +Add button 
to begin adding your 
dates and time slots to 
the schedule 
 
 
 
 
 

 
 
 

 
 
 
 

 

 
 
 
 
 
 
 
 
 

Click continue to move 
onto the ‘Add time slots 
page’ 

 
 
 
 
 
 
 
 
 
 

A pop up page will 
appear on the right  

 
 
 
 
 
 
 



 
 

   
 

 
28 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
29 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Use the calendar icon in 
the ‘interview date’ box to 
select the correct date for 
the interviews  
 
 
 
 
 
 
 
 
 
 
 
 
Click into the ‘start time 
box’ and free type the 
time, making sure to add 
AM or PM and do the 
same for ‘end time’ 
 
 
 
 
 
 
 
 
 

 

 
 
 

 
 
 
 
 
 

 
Once you have selected 
the correct date, it will 
populate in the box 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Remember to allow for 
time in between 
interviews for scoring 
and panel discussion. 
For example if you want 
the interview to last 45 
minutes and you’d like 
15 minutes to deliberate 
then allow for 1 hour for 
interviews. 
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31 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Use the drop down menu 
in ‘meeting duration’ to 
select the relevant 
duration time 
 
 
 
Free type into the 
‘interviewers’ box and 
add in the interview 
panel by selecting each 
individual name  
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34  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Leave the ‘How many 
candidates can select the 
same time’ box as 1, this 
will only allow one 
candidate per slot 
 
 
Once completed, click 
the ‘add’ button in the 
bottom right hand corner 
 
 
 
 
 
 
If you wish to add more 
dates then click on the 
‘+add’ button again and 
repeat the process 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 

You will see the details of 
the time slots on the 
page, you can check this 
by making sure the slots 
created shows the 
correct number 
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If you need to edit the 
time slots added click on 
the ellipses and select 
‘edit time slot’ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 

To remove the time slot 
created click on ‘delete 
time slot’  
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Click into any of the 
fields to edit them and 
click ‘update’ once you 
have done 
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39 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Check the slots are 
correct and click ‘submit’  
 
 
 
If you wish to delete a 
time slot for a lunch 
break click back into the 
interview schedule by 
selecting the blue 
hyperlink (the name of 
the schedule) 
 
Click on the ‘interviews’ 
tab at the top of the page 
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Use the arrows on the 
calendar to move to the 
interview slots  
 
 
 
 
 
 
 
 
 
Click on the slot you wish 
to remove 
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43 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

A page will load to the 
right of the screen, click 
on the ellipses  
 
 
 
 
 
 
 
 
 
 
 
 
Select ‘delete time slot’ 
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You can confirm the 
timeslot has been 
removed by checking the 
calendar page again 
 
 
 
 
 
 
 
 
 
Click on the back button 
to go back to the 
interviews page 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

 
 
 
 
 
 
 

 
You will now need to 
ensure you invite the 
candidates to the 
interview  
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47 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click on the ’overview’ 
tab and select the ‘active 
applicants’ to go to the 
shortlist 
 
 
 
 
 
 
 
 
Select the candidates 
you wish to invite to 
interview by ticking the 
box next to their names  
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Click on ‘more actions’ 
and select ‘send 
interview invite’  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

This will send an email to 
the candidates to book 
their interview slot  
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The ‘how to start’ page 
will appear, ensure that 
the correct schedule is 
displayed on this page 
and then click ‘continue’ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

You will be taken to the 
‘schedule interviewing 
team’ page 
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Use the arrows to find 
the interview slots and 
check this is correct and 
then click on ‘submit’ 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

   
 

51 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

A confirmation will 
appear at the bottom of 
the page and you’ll be 
taken back to the 
shortlist 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

Offering alternative interview time slots:  
 

One of your interview candidates may contact you to let you know that 
they are unable to attend any of the interview slots offered.  You should 
consider your panel and room availability before offering another slot, 

and only offer an alternative if you are able to.  
 

It is important to note that if you add an alternative time slot onto your 
existing schedule for the candidate who cannot make the original 

times/dates, any of the candidates you have invited to interview can book 
this slot or amend their existing time slot.   

 
To avoid this, you can set up a second interview schedule following the 
instructions above, then invite only the candidate who has requested an 

alternative to book this slot, using the steps above for sending out 
interview invitations.  

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Selection Assessment Form  
 

When you carry out your interviews, you should score each 
candidate, complete the Selection Assessment (Scoring) Form and save it 
with your interview records along with the shortlisting information you have 
already collated.  Please note that you cannot upload it to the requisition 

on Oracle Recruiting.  
 

Unsuccessful Candidates:  
  

Before processing your unsuccessful candidates on Oracle Recruiting, it is 
good practice to notify them on the outcome of their 

interview by telephone and to offer them constructive feedback.  Once you 
have done this, you are ready to process them on Oracle Recruiting. 

 
 

Post Interview  
 

 
You are now ready to process your successful candidate(s) using Oracle 

Recruiting.  Before you do so, contact the successful candidate by 
telephone to let them know that their interview was successful and that 

you would like to conditionally offer the post to them, subject to reference 
and any other checks (e.g., DBS).  Ensure that the candidate would like to 

accept this conditional offer before you proceed.  
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://walsall.sharepoint.com/sites/ar1jx/SitePages/Recruitment-and-Employment-Services---Forms.aspx?source=SiteSettings


 
 

   
 

 
 

 
52 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
Once you have spoken 
to the candidate and 
given the verbal offer  
select the candidate 
using the tick box and 
click on ‘move 
application’ 
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Change the Phase to 
‘conditional offer’ and the 
state to ‘verbal offer 
accepted’ and click move 
and the bottom right-
hand side of the page 
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In order to attach the 
documents to the 
candidate profile, click 
onto the successful 
candidate name  

 
 
 
 
 
 
 
 
 
 
 

 
You will receive an email with instructions on what to do next. For 
example, you will need the following documents ready to upload to 
the candidate file:  

• A completed Corporate Appointment Form  
• A completed ID Verification RTW (Right to Work) Form OR 

a DBS ID Verification Form (if the post requires a DBS check).  
• Scanned copies of appropriate identification, as listed in the 

above forms.  
• Proof of qualifications (e.g., scanned copies of certificates) if 

there is a requirement for a particular qualification in the 
employee specification.  

 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://walsall.sharepoint.com/sites/ar1jx/SitePages/Recruitment-and-Employment-Services---Forms.aspx?source=SiteSettings
https://walsall.sharepoint.com/sites/ar1jx/SitePages/Recruitment-and-Employment-Services---Forms.aspx?source=SiteSettings
https://walsall.sharepoint.com/sites/ar1jx/SitePages/Recruitment-and-Employment-Services---Forms.aspx?source=SiteSettings
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Click on the ‘activity’ tab 
at the top of the page 

 
 

 
 
 
 
 
 
 

Scroll down to ‘internal 
attachments’ and click on 
the ‘edit’ icon 

 
 
 

Click on drag and drop to 
open your files or drag 
the attachments into this 
area and click save once 
you have loaded all of 
the forms 
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Click the back button to 
go back to the shortlist 

 
 
 

Tick the box of the 
successful candidate and 
click on ‘move 
application’ 
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Make sure the phase is 
moved to ‘conditional 
offer’ and the state is 
‘documents attached to 
candidate application’ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

Please note that at this stage, the Employment Services Team will 
not be notified that your conditional offer is ready to go ahead and 

therefore they will not begin reference or DBS checks.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

   

 

 

 

 

 

 

 

 


