End-to-End Process:
Recruitment & Onboarding
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Role Need to Application Offer to Post Start
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“ Role Need to Application

Necessary amendments made

Rejection notification and reasoning
given to Head of

Role need Head of e . _— Approved
identified by submits hiring Hire approved? ST S P P S s 1 e el by Hiring

Partner to discuss requirements advert are created -
Head of approval form Manager?

Advert goes live and applications are
received

Hiring Approval Form Link
The
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https://forms.office.com/e/DnPgw54rBi

Application to Offer

Application rejected and email

and provide written feedback

Applicant . - Gather Hiring Manager
S Applicant invited - : - e
Application meets e Applicant interview availability and Successful
: to initial ; : 5 s . -
received necessary role ! shortlisted? schedule interview with interview?
e screening call :
criteria? candidate

YES

Second Second
interview interview
successful? required?

Offer delivered over
the phone
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Candidate is
conditionally offered
a position

Offer to Start Date

Offer letter is sent to the
candidate with a draft contract
and onboarding steps document

Start date
arrives

Start date is finalised
once all pre-onboarding
checks are complete and

verified.

HR send out
pre-onboarding
checks via
Credentially.

Within 24 hours, HR
send out the formal
contract via DocuSign to
be signed within 7 days.

MNew Starter
internal form
submitted

Once contract is signed, HR will
IT orders required confirm equipment and any
equipment to be additional needs (e.g. access to
delivered ahead of work).
start date. Bank details and new starter

New Starter Document and
account log in details are
provided a few days prior to
start date.

checklist is also requested.
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New starter Nest
account is locked (no
access) before their
first day

Post Start Date

New starter logs into
relevant Owl accounts

Mest account remains
locked

Attendance
Attends morning confirmed by
Mest induction session
facilitator(s)?

Meets with Line
Manager

Completes Completed with

mandatory training

certificates uploaded
to Credentially?

MNest account remains
locked
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MNest account access is
granted (based on user
permissions)
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Key Process Stages

Role Need to Application Offer to Post Start
Application to Offer Start Date Date
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©5 Role Need to Application

Mecessary amendments made

Rejection notification and reasoning
given to Head of

: ROIE! '.l'EEd He_ad qf_ : Hiring Manager meets with TA Job description and Appr-?'r{.red

identified by submits hiring Hire approved? " : by Hiring
Partner to discuss requirements advert are created

Head of approval form Manager?

Advert goes live and applications are
received

Hiring Approval Form Link
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https://forms.office.com/e/RpE63whNqB

Application to Offer

Application rejected and email

sent to notify applicant Email sent to notify candidate
and provide written feedback

Applicant
Application meets
received necessary role
criteria?

Gather Hiring Manager
Applicant interview availability and Successfu
shortlisted? schedule interview with
candidate

Applicant invited
to initial
screening call

YES

Second Second
interview interview
successful? required?

Email sent to notify candidate
and provide written feedback

YES

Offer delivered over
the phone
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Offer to Start Date

. . . S Within 24 hours, HR
Candidate is Acceptance letter is sent to the HR send out Start date is finalised i
e % . New Starter : . send out the formal
conditionally candidate with a draft - pre-onboarding once all pre-onboarding g
: internal form : agreement via The Nest
accepted as a agreement and onboarding i checks via checks are complete and . g
. submitted . = to be signed within 7
freelancer steps document Credentially. verified. i

Start date arrives and login

Freelance details are provided.
\- Y,
(

HR send out Start date is finalised Within 24 hours, HR

pre-onboarding once all pre-onboarding send out the formal
checks via checks are complete and contract via DocuSign to
Credentially. verified. be signed within 7 days.

Candidate is Offer letter is sent to the New Starter
conditionally offered candidate with a draft contract internal form
a position and onboarding steps document submitted

Once contract is signed, HR will
New Starter Document and IT orders required confirm equipment and any
Start date account log in details are equipment to be additional needs (e.g. access to
arrives provided a few days prior to delivered ahead of work).
start date. start date. Bank details and new starter

Employed checklist is also requested.

The
3 5‘@ Owl Centre




New starter Nest
account is locked (no
access) before their
first day

Post Start Date

New starter logs
into relevant Owl
accounts

Individual to attend missed session(s) on

an alternative day. Nest account remains

locked and clinician is unable to take on
any work.

Is the clinician
within their 3
chances to attend
the session(s)?

Attends morning
Nest induction
Attendance
confirmed by
session

Attends mandatory facilitator(s)?

safeguarding
session

Meets with Clinical
Lead and/or

Project Manager
Completed with

certificates uploaded
to Credentially?

Completes
mandatory training

Nest account access is
granted (based on user
permissions)

Nest account remains locked and clinician
is unable to take on any work

Is the clinician
within their first
week at Owl?
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Related Resources
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Internal
Documents

End-to-End Complete Process Maps
e Employed Clinical Hires

e Freelance Clinical Hires Induction Session Guides
e Employed Non-Clinical Hires ¢ Employed Clinical Hires
e Freelance Clinical Hires
Document Templates e Employed Non-Clinical Hires
e Job Descriptions
e Initial Screening_Calls Owl Branding Content
e Interviews e Colours
o Offer Letters e Logos
e lcons
Useful Guides & Documents e PowerPoint Templates
o Example Email Templates  Word Templates

e Recruitment Inbox Guide
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https://theowltherapycentre.sharepoint.com/:i:/s/Recruitment/ESZdkq9Qd-VBtsYxKWmZSP4BUtLyGKNdUnxTOmWBsPIjFQ?e=PnHGVc
https://theowltherapycentre.sharepoint.com/:i:/s/Recruitment/ESGZEQsifTBMhIcscCbR4WoB4YtQ99_bkrRrF_qb25MbEw?e=o5BTh5
https://theowltherapycentre.sharepoint.com/:i:/s/Recruitment/EaesD7zUZ7FEtTphDNUs_aQBSCkOA3yVD09sl4XEo7ZvhQ?e=9AFV1q
https://theowltherapycentre.sharepoint.com/:w:/s/Recruitment/EYYQRl5l3Y1FgYPkxvQ1KMYBd1d8Sv07MNYwbv_Mc4B0Dg?e=r9IH6C
https://theowltherapycentre.sharepoint.com/:f:/s/Recruitment/EtfT3VsAPQ1Jq7O72EDmz84BrDFH-VTkrXyETk-jkUN1QA?e=W5xeaL
https://theowltherapycentre.sharepoint.com/:f:/s/Recruitment/EsfoT6WCvh5NhlbiBFiaScsBaCpY77WGrZLZj3kDEeaYHw?e=wbP0Ro
https://theowltherapycentre.sharepoint.com/:w:/s/Recruitment/ER7kcUUL2LNNuqMtS1JsyjABiepnCStJBT5gvA-V89C5Gw?e=ALJOec
https://theowltherapycentre.sharepoint.com/:p:/s/Recruitment/EQEKZzi6botMpWfxcFGjCpwBYwHYlbO6F6nOGmVeS0c8Iw?e=8QlbYm
https://theowltherapycentre.sharepoint.com/:b:/s/Recruitment/EVT_mD-_PYJAhUnVB7Fl5skBcEyrC7M44SsAT-4KC1JfCg?e=GPVfr4
https://theowltherapycentre.sharepoint.com/:p:/s/OnboardingOffboarding/EZJdTjEwdiZAlo4oWFdOlwoBAcAx_zQK1LJR2K43PgU2xw?e=n8N7Sn
https://theowltherapycentre.sharepoint.com/:p:/s/OnboardingOffboarding/EboeYW2mVn1Hmz_EHlOKgdAB2lO9SWRuDMp7htWl9BVORA?e=Sz8IZ5
https://theowltherapycentre.sharepoint.com/:p:/s/OnboardingOffboarding/EeS2qFovZYhKoHr9ALrVDeEBBvrA-QnqRWZ7aQQYz1Hlzg?e=r2cXr0
https://theowltherapycentre.sharepoint.com/:b:/s/marketing/EQjmG9NMq_FEojqZgoQCdu0BJaz43YrEz4tQnFMJ447Y0Q?e=WffweG
https://theowltherapycentre.sharepoint.com/:b:/s/marketing/EQjmG9NMq_FEojqZgoQCdu0BJaz43YrEz4tQnFMJ447Y0Q?e=WffweG
https://theowltherapycentre.sharepoint.com/:f:/s/marketing/Eg7ZJCfSbIVNqu0MWRoXvEYBLMgNZHkAMwv7vl8-GEmslg?e=dL5HUT
https://theowltherapycentre.sharepoint.com/:f:/s/marketing/Ej1ILewMRMVHqcgERjG9dEUBk83-qywLmTdBuADq77Vmhg?e=I99RiB
https://theowltherapycentre.sharepoint.com/:f:/s/marketing/Ehwlm814ykhJn76b4-woFacBTVFJTDxSOBMTXbMnCZmmCg?e=CIYi8l

Useful Links
e The Nest
e HR Partner

e E-learning
e Mandatory Training_Information
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Information
for Candidates

Onboarding Journey Guides

e Employed Hires (Clinical & Non-Clinical)
e Freelance Hires (Clinical)

First Day Documents (Employed)
e New Starter First Day Guide
e Employee Handbook
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https://theowltherapycentre.sharepoint.com/:b:/s/OnboardingOffboarding/EWdCSX66f81PvIX_6Vwnd00BSmy6knXHPyuc1FJrTf_z6Q?e=bUXAJ1
https://theowltherapycentre.sharepoint.com/:b:/s/OnboardingOffboarding/ET0eHV5Yy4BOnDxJkA79wnMBMEJqIY0i2GNFTKIU14PDKQ?e=VBl0eq
https://theowltherapycentre.sharepoint.com/:b:/s/OnboardingOffboarding/EWQwOwSddxtDn5K61fdu8oIB5JsdCGksecbI6XhFsUI0tA?e=M2bCAt
https://teams.microsoft.com/l/channel/19%3ANQcrWH49Glhb8GpzoMGLvIsAIu6dpbKhMoKVn2SMWg01%40thread.tacv2/tab%3A%3A33f5b9c2-850c-4589-a371-5994cdcc3fbb?context=%7B%22channelId%22%3A%2219%3ANQcrWH49Glhb8GpzoMGLvIsAIu6dpbKhMoKVn2SMWg01%40thread.tacv2%22%7D&tenantId=412949a2-b990-4b1b-97a4-d9306245ea01
https://nest.theowltherapycentre.co.uk/
https://theowlcentre.hrpartner.io/portal/
https://portal.e-lfh.org.uk/Dashboard
https://theowltherapycentre.sharepoint.com/:f:/s/OwlCoreTeam/Eu3HdrdqB8VFoY-TPfEAtOsBJ4P68MYdwyeNy4XLs4PFJw?e=RiARYC

