
Creating an Electronic Staff Record (ESR) job listing in NHS JobsCreating an Electronic Staff Record (ESR) job listing in NHS Jobs

NHS JobsNHS Jobs IntegrationIntegration ESRESR

1. Employer searches for the cost 
centre and positions details.

2. NHS Jobs pulls the information from 
ESR (hourly process).

4. Employer selects the correct cost 
centre and position details.

3. Cost centre and position details 
found.

Note: An active position is needed for 
a successful search. 

If a new position is created. It will be 
available the following day after the 
overnight refresh. 

If you don't have an active position, 
contact your ESR team or HR team.

9. Employer creates and publishes the 
job advert.

5. Employer changes the job title 
(optional)

Note: Employer can change the job 
title in NHS Jobs but this information 
is not transferred to ESR. 

The details will need to be manually 
updated in ESR. 

If it is not changed, the employee’s 
pay slip and any other documents 
won’t be correct.

8. Employer changes the reference 
number (optional).

Note: The vacancy reference is 
created using your organisations 
Virtual Private Database (VPD) 
number and 'REQ'. 

For example, 123-REQ-C9123-1001.

11. Vacancy requisition is created.
10. NHS Jobs transfers the 

information to ESR (hourly process).

Manual process

Automatic process

Manual process

Automatic process

7. Employer manually updates the job 
title.

6. Job title changed? Yes

Note: For a successful search:

• Check you're entering the 
correct full or partial cost 
centre

• You must use at least 3 
characters

• If no results are found, the 
details will need to be 
checked in ESR.

No



Adding pre-employments detailsAdding pre-employments details

NHS JobsNHS Jobs IntegrationIntegration ESRESR

1. Employer makes a job offer to the 
applicant.

2. Applicant accepts the job offer.

3. Applicant adds their pre-
employment details.

Note: Information transferred from 
NHS Jobs to ESR is:

• References
• Date of Birth
• Inter Authority Transfer (IAT) 

consent (‘Yes’ or ‘No’)
• National Insurance Number 

(only if they’ve selected ‘Yes’ to 
IAT)

• Professional registration (if 
applicable to the role)

5. The applicant record is created.

Manual process

Automatic process

Manual process

Automatic process

4. NHS Jobs transfers the information 
to ESR (hourly process).

Note: If an applicant is an 
existing employee, their 
information is transferred from 
NHS Jobs to ESR and the existing 
Person Record is updated and 
remains open. 

If an applicant has a professional 
registration, ESR checks the 
stored number and If a duplicate 
is found, this is rejected.



Adding a home addressAdding a home address

NHS JobsNHS Jobs IntegrationIntegration ESRESR

5. The applicant record is updated.

3. Applicant or employer adds or 
changes the home address details.

Note: Information transferred from 
NHS Jobs to ESR is:

• Address line 1
• Address line 2 (If added)
• Town or city
• Postcode (If added)
• Country (If added)

Manual process

Automatic process

Manual process

Automatic process

4. NHS Jobs transfers the information 
to ESR (hourly process).

1. Employer makes a job offer to the 
applicant.

2. Applicant accepts the job offer.



Adding and checking a professional registrationAdding and checking a professional registration

NHS JobsNHS Jobs IntegrationIntegration ESRESR Professional BodyProfessional BodyIntegrationIntegration

2. Applicant accepts the job offer.

3. Applicant or employer adds the  
professional registration details.

Note: Information transferred from 
NHS Jobs to ESR is:

• Professional body  
• Membership 
• Registration number 
• Expiry date

If the applicant adds a professional 
registration, they don't need to add all 
of their details and NHS Jobs transfers 
this information to ESR.

If the employer adds a professional 
registration, they need to add all of 
the applicant’s details but they’ll need 
to complete a manual check first. 
Once complete, NHS Jobs transfers 
this information to ESR.

5. The applicant record is updated.

Note: The professional registrations 
automatically checked are:

• General Medical Council (GMC)
• Nursing and Midwifery Council 

(NMC)
• General Dental Council (GDC)
• General Pharmaceutical Council 

(GPhC)
• Health and Care Professions 

Council (HCPC)

If the professional registration is not 
one of the above, the employer will 
manual check and add the result of 
the check in ESR.

7. Professional registration check is 
completed.

Note: GMC, NMC, GDC and GPhC are 
checked within 24 hours. 

HCPC is checked within 7 days.

8. Professional registration results.10. The applicant record is updated.
11. Employer accepts or rejects the 

applicant’s professional registration.

Manual process

Automatic process

Manual process

Automatic process

4. NHS Jobs transfers the information 
to ESR (hourly process).

6. ESR transfers the information to the 
professional body (following day).

Note: A weekly process transfers any 
changes in information.

9. Professional body transfers the 
information to ESR (following day).

Note: A weekly process transfers any 
changes in information.

1. Employer makes a job offer to the 
applicant.

Note: If the applicant’s pre-
employment checks are marked 
as complete, the professional 
registration details are 
transferred again. Any existing 
information is ignored.



Checking an Inter Authority Transfer (IAT) consentChecking an Inter Authority Transfer (IAT) consent

NHS JobsNHS Jobs IntegrationIntegration ESRESR

2. Applicant accepts a job offer.

3. Applicant gives their IAT consent 
response.

Note: If they select ‘Yes’ in NHS Jobs. 
Yes is transferred to ESR.

If they select ‘No’ or ‘Not applicable’ 
in NHS Jobs. No is transferred to ESR.

8. The applicant record is updated

7. IAT isn’t ran.

6. IAT is ran within 30 minutes.

Note: only the IAT consent response is 
added, no data is transferred. 

The current and new NHS 
organisation need to be opted into 
the automated IAT process in ESR.

A previous NHS employee's record is 
found in ESR using their:
• Last name
• Date of birth
• National Insurance number

A doctors in training employee’s 
record is found in ESR using their:
• Date of Birth
• Professional registration

5. IAT consent

Yes No

Manual process

Automatic process

Manual process

Automatic process

4. NHS Jobs transfers the information 
to ESR (hourly process).

1. Employer makes a job offer to the 
applicant.



Completing pre-employment checksCompleting pre-employment checks

NHS JobsNHS Jobs IntegrationIntegration ESRESR

2. Applicant completes their pre-
employment details.

5. The applicant record is updated.

6. Employer manually checks the 
applicant’s identity and updates their 

record.

3. Employer marks the applicant’s pre-
employment checks as satisfactory.

Note: The pre-employment details 
manually checked and recorded in 
NHS Jobs and transferred to ESR are:
• References
• Right to work in UK
• Qualifications (checked date 

only)
• Professional registration
• Disclosure and Barring Service 

(DBS)

The pre-employment details manually 
checked in NHS Jobs but not 
transferred to ESR are:
• Identity check
• Health Professionals Alert Notice 

(HPAN)
• Occupational health

Your organisation may have existing 
links with an external occupational 
health system that will automatically 
update the applicant record in ESR.

Manual process

Automatic process

Manual process

Automatic process

4. NHS Jobs transfers the information 
to ESR (hourly process).

1. Employer makes a job offer to the 
applicant.



Issuing a contract Issuing a contract 

NHS JobsNHS Jobs IntegrationIntegration ESRESR

3. Employer adds or changes the 
applicant’s start date and issues a 

contract.
5. The applicant record is updated.

Manual process

Automatic process

Manual process

Automatic process

4. NHS Jobs transfers the information 
to ESR (hourly process).

2. Employer marks the applicant’s pre-
employment checks as satisfactory.

1. Employer makes a offer to the 
applicant.



Withdrawing a job offer or contractWithdrawing a job offer or contract

NHS JobsNHS Jobs IntegrationIntegration ESRESR

1. Employer withdraws the applicant’s 
job offer or contract.

3. The applicant record is terminated.

6. Employer makes a job offer or 
issues a contract to another applicant.

5. The vacancy is manually closed.

Manual process

Automatic process

Manual process

Automatic process

2. NHS Jobs transfers the information 
to ESR (hourly process).

4. End recruitment Yes

No
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