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27 Walsall Council

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:

¢ Aninterview 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
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Step Step Description Step Image
Number
1 Sign into OneSource. There is no need to enter
_ a username or
ORACLE Cloud  English sassword, simply dlick
the ‘Sign in with Walsall
Sign in SSO’ option.

‘ Username ‘

‘ Password ‘

Forgot Password?
Next

Or

@1 in with WalsD

Need help s1g T ¢




2 Click My Team and then
Hiring

QUICK ACTIONS

®)

Leaming Team Goals Center




Yo u r | |St of req u |S |t|o n S Phase | | State | HiingManager |  Recruiter [NEEEREEREEEMUNENTIEEVELEEEA G EDEEEVPIY | Location | | Filters | Clear (1) A | ISt Of al | req u |S Itl 0 n S
will load aresults | + reae | you are the hlrlng
~ Requisition N i . .

Requisition Title & Number o Status & icati < Prospects & Location & Creation Date Actions m a n ag e r 0 n o r
Resourcing Advisor - Test 1483 Open - Posted 3 o] Walsall, West Midlands, U 11/09/2026 2o CO I I a bo ratl n g 0 n Wl | |

Customer Service Advisor 1481 Open - Posted 2 0 Walsall, West Midlands, U 03/09/2026 e a p pea r h ere
Resourcing Advisor 1479 Open - Posted 2 0 Walsall, West Midlands, U 02/09/2026 e
Testing RTO01 as a Hiring 1478 Open - Posted 1 0 Birmingham, West Midlar 02/09/2026 ee

Requisitions B Offers S CandidateSearch [ Pools

Click on the title of the Job Requisitions
requisition you wish to e
set up interviews for.

Phase | | State | | HiringManager | | Recruiter ing Manager, Collzborator % [IRTo Rl A  Lc)

dresults | 4 Create

Requisition Title & eaueWON ¢ RequitionStatus ¢ Phase C  State T g:;iminm ¢ Applications ¢ Prospects T B ¢ Reauiter ©

- 972 Open - Posted Open Posted 2 H 0 Andrew Christie Recruitment Team
Administration Apprentic 968 Draft - In Progress. Draft In Progress 0 o 0 Katrina Davey-Reid  Recruitment Team
Assistant Finance Officer 966 Draft - In Progress Draft In Progress 0 0 o Jessica Davis Recruitment Team

Informal Leaming Coordii 962 Draft - Pending Review  Draft Pending Review 0 0 0 Alexandra Jolly Katrina Davey-Reid



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

A list of the applicants
you have previously
moved to ‘15t Interview’
stage during shortlisting
will be listed.

Walsall Councll

Overview Details Job Formatting Interviews Posting Messages Feedback Progress

Activity overview

Shartlisting - To be short] Hires Outaf 1

2

Uncorfirmed Appications

0

Key info

Requisition Status Requisition Type Requisition Numiser
Open - Posted Standard 972

Hiring Manager Recruites = pe
Andrew Christie Recruitment Team Professional

Frimary Location
Walsall, West Midlands, United Kingdom

Customer Service Advisor (1481) &=

Detais

[

Make sure at this stage
that you have moved all
of the correct applicants
to the right stage.



. < lustomer Service Advisor (1481)
You will now need to go

back to your requisition vt e
to set up the interviews.
To do this, click the ‘back’
arrow at the top left of

Candidate Type When Applying | | Phase | | State | Employer | Position | Filters

O 2 results Mare Actions +
Favc  Candidate Details Status Education Experience Assessment
Simpson, Lisa o 1st Interview, 1t Interview to be
O e 9135 Scheduled

Prescreening score: 0 out of O

Shepherd, Derek Resume 15t Interview, 15t Interview to be
2501067 Scheduled

YOU WI" be taken back tO Customer Service Advisor _mwcmmﬂm
the overview page on the
requisition

1481

Overview Details Job Formatting Interviews Posting Messages Feedback Progress

Activity overview

Shortlisting - To be shortlisted Active Applications Hires Out of 1
o 2 V]
Unconfirmed Applications Referred Prospects

Key info



9 In the menu at the top
click on the interviews
tab

1481

Overview  Details  Job Formatting

Activity overview
Shortlisting - To be shortlisted

Unconfirmed Applications

Key info

Requisition Status

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

Overview Details Job Formatting

Interview schedules

After interview schedules are added, you can see them here.

Automated interview invitation

When interview invitations are configured in the candidate selection process, you can see them here.

Interviews

< Customer Service Advisor

Interviews

Posting  Messages

Posting

Active Applications
2

Referred Prospects

Requisition Type

Messages Feedback

Feedback

Progress

Progress

Walsall Councll

Hires Out of 1
0

Requisition Number

e Send Message to Team

The ‘Interview
Schedules’ section will
appear.



A pop up window will
show, click on ‘continue’

Walsall Councll

Add interview schedule

’@ Create an interview schedule

O Add a shared interview schedule

[ comea |

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)?
e Does the role require a BPSS check?
e 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

lew Interview Schedule

How to start

Who will schedule the interview?

Walsall Councll
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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

Who will schedule the interview?

O Hiring Team
® Candidate

Walsall Councll

Template

Schedule Title

Template

Online Interview (Candidate Managed) (WMBC_ONLINE_CM)

Appointment (Candidate Managed) (WMBC_APPOINTMENT _CM)

Confirmation DBS Online {Candidate Managed) (WMBC_INTERVIEW _(

Confirmation DBS (Candidate Managed) (WMBC_INTERVIEW_FACE_D

Confirmation BPSS Online (Candidate Managed) (Confirmation BPSS (

Face to Face (Candidate Managed) (WMBC_FACE_CM)

Confirmation BPSS {Candidate Managed) (WMBC_INTERVIEW_FACE_|

Confirmation DBS & BPSS Face to Face (Candidate Managed) (WMBC

Confirmation DBS & BPSS Online (Candidate Managed) (WMBC_INTE!

Who will schedule the interview?

Required

Format

Cancel Continue ‘ m

Q Hiring Team
@ Candidate

Template

Face to Face (Candidate Managed) (WMBC_FAC

Schedule Title
Customer Service Advisor Interviews

Schedule Owner
Katrina Davey-Reid

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)

What are the details of this interview?

Walsall Councll

Interview Title

Customer Service Advisor - Invite to Interview

Format

In Person

Address

Location Details

é&ﬂﬁéﬁ house Location Details

Name Code Town or City Country Name
COUNCIL HOUSE COUNCILH... WALSALL United Kingdom
COUNCIL HOUSE ROOM 256 COUNCILH. .. WALSALL United Kingdom
ROOM 27 COUNCIL HOUSE ROOM 27C... WALSALL United Kingdom
ROOM 17, COUNCIL HOUSE ROOM 17, C... WALSALL United Kingdom
Council House Room 41_WS1 1TP_LOC_97 LOC 97 Walsall United Kingdom
LEGAL SERVICES THE COUNCIL HOUSE 15A LEGAL SER... WALSALL United Kingdam

LEGAL SER... WALSALL

I LEGAL SERVICES ROCM 15 THE COUNCIL HOUSE

United Kingdom I




, Walsall Council

1 7 C|ICk Contlnue once you What are the details of this interview?
have selected the correct e — p—
|0catI0n Customer Service Advisor - Invite to Interview ‘ In Person T

Location Details ‘

Address
COUNCIL HOUSE M
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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

New Interview Schedule

Configure schedule

When can candidates schedule their interview?
This starts as soon as candidates are viewing interview time slots

O Same day

® After a specific number of days

Number of days ‘
1 ~

What else can candidates do?

Reschedule interview

Number of Times
2 times

Cancel Interview

How many hours before the interview can candidates
make changes?

Hours Before Interview

48 hours

How far in the future can candidates see available time
slots?

This starts as soon as candidates are viewing interview time slots.

Interview Visibility
4 weeks

Notifications sent to candidates

Interview Invita Interview Scheduled
External Schedule Interview Notification Interview Scheduled Notification

Walsall Councll

How to start

Configure schedule

Add interview resources
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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?’

., Walsall Councll

Configure schedule

When can candidates schedule their interview?
candidates are viewing interview time slots.

() After a specific number of days

What else can candidates do?

Reschedule interview

Number of Times
2 times

Cancel Interview

How many hours before the interview can candidates
make changes?

Hours Before Interview

48 hours

How far in the future can candidates see available time

slots?
Thisstarts as soon as candidates are viewing interview time slots.

nterview Visibility
4 weeks.

Notifications sent to candidates

nterview Invite nterview Scheduled
External Schedule Interview Notification Interview Scheduled Notification

nterview Updated nterview Canceled
Interview Updated Notification Interview Canceled Notification

nterview Reminder nterview Rescheduled
Interview Reminder Notification Interview Reschedule Notification
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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

Do you want to receive a notification about the number of

time slots available?

[0 When the number of time slots is low

When there's no more time slots

219 Walsall Counclil

Cancel

Click continue at the
bottom right hand of the
page and you’ll be taken
to the ‘Add Interview
Resources Page’



22

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

Walsall Councll

Info for the candidate

Before scheduling the interview

Please report to reception at the Council House 10 minutes before your interview start time.

You will have a short test to complete at the beginning of your interview, please see details of this below:

(insert details of any test or activity involved in the interview).

If you have a disability and reguire any individual requirements in respect of your interview (i.e., access or special eqguipment), please
notify us via email at recruitment@walsall.gov.uk so that any necessary arrangements can be made.

Under the Immigration, Asylum & Nationality Act 2006, Walsall Coundcil is reguired to validate the employment status of all prospective
new recruits. In order that this may be done, you must bring with you to the interview the documents as detailed in the link below:

View the Right to Work ID Checklist

If notincluded as part of the above check you must also produce verification of your National Insurance Number, acceptable documents
include: National Insurance Card, P45, P60, original of a previous employer's payslip or a letter from a Government agency.

Copies of the documents used to verify your identity, right to work and qualifications will be i for the successful candi H
employment file. All other documents will be destroyed. You are also asked to bring documents confirming any educational and
professional qualifications that are necessary or relevant for the post, e g. the original or a certified copy of a certificate, or diploma, or a
letter of confirmation from the awarding body.

If you are unable to provide the documents requested and are successful at interview the employment offer process will be delayed until
you have provided them.

Note: Please advise us if you are unable to attend your scheduled interview for any reason. Non-attendance at interview without giving
prior notice causes serious operational difficulties for our recruiting team, wasting resources and precious public funds. The Council
therefore reserves the right to reject any application received for employment where the applicant has not attended an interview
previously without notice.

Thank you for your interest in working for Walsall Council and good luck with your interview.
'Walsall Council Recruitment Team

B I U &

I
<
iii
fii

@ X

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’

For the scheduled interview

iy
<
i

il
)
i<}

Additional notes

iy
<

iii

il

il
)
i<}

Use the Interview
Guidelines boxes for the
purposes of the interview
panel, free type into this

Interview Guidelines

Interviewer guidelines

Use the JDES for scoring|
box to add any relevant
information for the
interview panel

I
<

iii

ili

lil
3
Il
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27

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

Documents

Drag and Drop

v Select or drop files here.

URL

Walsall Councll

Add URL

Resources for the interviewers

Documents

[] Link to job posting

[ .ics attachments

New Interview Schedule

Add time slots

|—|—Add|

After you add time slots, you can view them here.

List View

Click continue to move
onto the ‘Add time slots

page’

Cancel Continue | m

A pop up page will
appear on the right

Calendar View
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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’

Add Time Slot

Madify interview details for this time slot

e

Walsall Councll

Interview Date Start Time End Time
Required Required
September 2026 >
| Hew many candidates can select the same s._..
s M T w T F s jrewers v 1
Required
20 |ﬂ| 22 25 24 25 26 ravailability here.
27 28 29 30
Add Time Slot
Modify interview details for this time slot
nterview Date - Start Time End Time
28/09/2026 L 10:00 AM 3:00 PM
Meeting Duration - Intervi - How many candidates can select the same s...
30 minutes nerviewers 1
Required

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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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

Walsall Councll

Jessica Davis

Interview Date Start Time End Time
28/09/2026 10:00 AM 3:00 PM
Meeting Duration Interviewers - Hew many candidates can select the same s ..
1 hour| 1
Required
Interviewears

1

Hew many candidates can select the same s__. ‘

Mame

Jessica Davis

(<]

Jessica Manning

Jessica llidge

Jessica Westwood

Jessica Mosedale

O 0O 0O 0O O

Jessica Darlington

Business Title

Inclusive Recruitment Le

Social Worker

Food Preparation Assist
1 Week 2 Weeks

Youth Justice Officer

Occupational Therapy C

Early Years SEM Teacher

1ber 28, 2026 September 29, 2026 September 30, 2026
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34

Leave the ‘How many

mterview Date Start Time End Time

candidates can select the | ?%/%%/2%%¢ 1000 AM 300 PM
same time’ box as 1, this

1 eatin uration niervieweaers oW many candidates can SEIEC'.I e sames...
will Only allow one \{Ihc:ugr'D v ‘ IK;\trma Davey-Reid, Jessic 2 ; e ’
candidate per slot
Once completed, click
the ‘add’ button in the (oo

. ancel

bottom right hand corner
If you wish to add more Add time slots
dates then click on the
‘+add’ button aga|n and | + Add ‘ l List View ‘ Calendar View

repeat the process
5] 28/09/2026

Start Time

28/09/2026, 10:00 AM

Meeting Duration
1 hour

nterviewars

Katrina Davey-Reid, Jessica Davis

gnore interviewers availability

No

End Time

28/09/2026, 3:00 PM

Slots Created

4

How many candidates can select the same slot?

1

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’

‘—l—Add‘

] 28/09/2026
Start Time
28/09/2026, 10:00 AM

Meeting Duration

1 hour

nterviewers
Katrina Davey-Reid, Jessica Davis

gnare interviewers availability

No

., Walsall Councll

List View Calendar View

End Time

28/09/2026, 3:00 PM

Slots Created

4

How many candidates can select the same slot?

1

Delete 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

Edit Time Slot

Modity interview details for this time slot

| &)

Walsall Councll

Format Address Location Details
In Person M COUNCIL HOUSE M
Additional notes for candidate
B 7T US =~ = == ¢& X
Interview Date ® Start Time End Time
28/09/2026 E 10:00 AM 3:00 PM
Meeting Duration - Interviewers = How many candidates can select the sames...
1 hour Jessica Davis, Katrina Dawv

[ Ignore interviewers availability

Interviewer availability

4 time slots will be created

B vnewitabie [l Tentative [l Unknown

I 1Day

| 3 Days

1Week ‘ 2 Weeks |

| Cancel ‘ Update |



37

38

39

Check the slots are
correct and click ‘submit’

If you WISh to delete a I Face to Face (Candidate Managed) I
time slot for a lunch
Katrina Davey-Reid Active

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 Schedule erare
Basic info

Schedule Type
Candidate

Schedule Title

Face to Face (Candidate Managed)

Interview details
Interview Title

Location Details

Walsall Councll

o

Schedule

How will time slots be determined?
Manually created

Schedule Owner
Katrina Davey-Reid

Format
In Person

Template
Face to Fa

Addrass
Civic Cent
1XU, UNIT
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Use the arrows on the
calendar to move to the
interview slots

Click on the slot you wish
to remove

20/09/2026 - 26/09/2026 ~

‘+ Add Time Slot | | < | | > | Today | ‘ Calendars

Sun 9/20 Mon 9/21 Tue 9/22

All day

6:00 AM
7:00 AM
8:00 AM
9:00 AM

10:00 AM

6:00 AM
7:00 AM
B:00 AM
9:00 AM

10:00 AM

Available

11:00 AM [=]11:00 AM - 12:00 PM

Available

12:00 PM [E12.00 PM - LCOF!

Available

1.00 PM

Available

2:00PM

3:.00 PM

., Walsall Councll

o

Sat9/26
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42 A page will load to the Interview details x
1 1 Tuesday Si ber 2¢ 2026, 12:00 - 13:00
right of the screen, click fRste G
on the ellipses
Face to Face (Candidate Managed) Format
In Person
Address Location Details
Civic Centre Zone 1G, Darwall Street, WALSALL, WS1
1XU, UNITED KINGDOM
After candidates schedule their interview, you'll see the candidates here.
Interviewers
m Katrina Davey-Reid
. . . Mo response
Senior Resourcing Advisor
Interview details b4
3 H )
43 Select ‘delete time slot Tuescay September 29 2026, 12:00 - 1500
Face to Face (Candidate Managed) Format
In Person
Address Location Details
Civic Centre Zone 1G, Darwall Street, WALSALL, W51
1XU, UNITED KINGDOM
Edit Time Slot
After candidates schedule their interview, you'll see the candidates here. Delete Time Slot

Interviewers

Katrina Davey-Reid
. ) Mo response
Senior Resourcing Advisor
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You can confirm the You will now need to
timeslot has been Al ensure you invite the
removed by checking the (o candidates to the
calendar page again o interview
8:00 AM
9:00 AM
10:00 AM 1IL;: AM - 11-00 AM |
11:00 AM 1_,--:ﬂ AM - 12-00PM |
Available
12:00 PM
1:00 PM @1_2-:: M - 2:00 PM |
Available
2:00 PM

Click on the back button
to go back to the
interviews page

. Translate Schedule

Schedule Details Interviews

View Candidate

All

27/09/2026 - 03/10/2026 -

‘+AddT|mcSlDl ‘ | < ‘ | b ‘ | Today ‘ ‘ Calendars List |

Sun §/27 Mon 9/28 Tue 9/29 Wed 9/30 Thu 10/1 Fri 10/2 Sat10/3

All day
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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

Overview Details Job Formatting Interviews Posting Messages

Activity overview

Shortlisting - To be shortlisted

0

Unconfirmed Applications

0

Key info

[ 2 results

Favc

Siskigid prlications

Referred Prospects

o]

Walsall Councll

Feedback Progress

Hires Out of 1

Move Application | | Add to Reguisition | | Add to Candidate Pool | |
Candidate Details
Simpson, Lisa £ o
@135
Shepherd, Derek Resume

2501947
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Click on ‘more actions’

Walsall Councll

This will send an email to

their interview slot

Send Message

Add Interaction

lot
Request More Info

D
Send Interview Invite

Request Feedback 3 be

and select ‘send the candidates to book
. . . . ) D 2 results Move Application | | Add to Requisition | | Add to Candidate Pool | l More Actions vl
interview invite
Favc Candidate Details
Simpson, Lisa & o
) 'i':i‘ o 9135
Shepherd, Derek Resume
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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’

Walsall Councll

Schedule Interview for 2 Candidates

How to start

What schedule do you want to use to create this interview?

nterview Schedule
Face to Face (Candidate Managed)

Interview details V4

Interview Title Earliest Available Date

21/09/2026

Scheduling Time Range
4 weeks

Cancel Continue m

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’

Schedule Interview for 2 Candidates

Review time slots

The candidate will choose a time from the available time slots.

Monday, September 28

Tuesday, September 29

Available Time Slot
10000 AM - 11:00 AM (1 hour)

Available Time Slot
11:00 &M - 12:00 PM (1 hour)

Available Time Slot
1:00 PM - 2:00 PM (1 hour)

Wednesday, September 30

Thursday, October 1

Friday, October 2

Saturday, October 3
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A confirmation will
appear at the bottom of
the page and you’ll be
taken back to the
shortlist

, Walsall Council

@ Interview invite sent X

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.
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0. Walsall Councl

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’

., Walsall Councll

O 2 results | Move Application |

Fave Candidate

Add to Requisition | | Add to Candidate Pool | | More Actions
Details Status Education
Simpson, Lisa & & 1st Interview, 1st Interview Slot

9135
1:, ’

Accepted
Prescreening score: 0 out of O
28/09/2026 11:00 AM
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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

Move application

1 candidates

WalsaII Councill

Phase
Conditional Offer

State

Verbal Offer Accepted

Comment

R



Walsall Councll

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:
e A completed Corporate Appointment Form
o« 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.

In order to attach the

documents to the 0 2 results More Actions
candidate profile, click
onto the successful Fave  Candidate Details Status Education
Candidate name #8 2 Conditional Offer, Verbal Offer
9 Accepted

O ¢ Prescreening score: 0 out of 0
28/09/2026 11:00 AM


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

Walsall Councll

55 C||Ck on the ‘aCtIVIty’ tab | Details Screening Activity Feedback Interviews Progress
at the top of the page I_

Hiring

Past 3 Months Past 6 Months

Past Year

All |

We couldn't find any matching job applications or prospect records.

Try selecting a different time range.

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

Internal attachments

57 Click on drag and drop to Internal attachments
open your files or drag
the attachments into this . Dragand Drop
area and click save once Lo
you have loaded all of H ‘
the forms 7 )
B j;é%éf};:ir;:me - Testdoc \iﬁtouﬁg%(;bd by Caraline Hobbs@walsall.gov.uk on 7
B l;l?;gh;e;i—;;g;gx \i.;jtolé‘;’)’[;.;[;:vaamanHubhs@walsa\\,gﬂvukun 7 &
@ gécg‘é'sfn;;':‘l’:mm - Test.docx \i‘;jtouo;")’czi‘atzng by Caroline. Hobbs@walsall gov.uk on / m

| Cancel Save
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59

Click the back button to
go back to the shortlist

Tick the box of the
successful candidate and
click on ‘move
application’

External

Lisa Simnson

[ 2 results

Favc

2

Walsall Councll

Details Screening Activity Feedback Interviews Progress.

| Move Application | | More Actions

Candidate Details

Simpson, Lisa
2505963
GB
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Make sure the phase is
moved to ‘conditional
offer’ and the state is
‘documents attached to
candidate application’

Walsall Councll

Move application
1 candidates

State
Documents Attached to Candidate Application

Phase
Conditional Offer

=

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.
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