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Vacancy is established
(Replacement or New)

~

RD/CSA posts job opening at:
http:/llsicareers.com/requests

Note: Position is posted immediately
after following “How to” instructions at
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o RD/CSA (and/or department
heads) will access ATS daily
(within 24 hours) to view new ap-
plications, update statuses and
respond to texts.

e Home Office HR will assist with
leadership (plus Customer Service
Associate) applications and inter-

views.

\_

(" )

RD/CSA will schedule interview times
with qualified candidates. Status must
be updated according to candidate’s
progression.
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When a hiring decision is made, RD/CSA
will notify candidate and extend offer
contingent upon background check and
reference checks.
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/. If candidate accepts, RD/CSA rb

background check (using state-
specific authorization form),
checks references and state regis-

tries. Status updated to
process.”

o If candidate declines offer, status
Offer” and repeats recruitment
process until position is filled.

Once references are checked, the candi-
Hire Paperwork.”
Status updated to “hired.”

“Background check/drug screen in
updated to “Candidate Declines
date will complete state-specific “New

RD/CSA removes job posting
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ATS Recruiting Process
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o RD/CSA selects “category” (Administration, Maintenance, Life Enrichment, Nursing/Caregiver, Culinary Ser-
vices) and “location” for position
o Traditional job board options
o Select “Please post my job to the company job board which is scraped by Indeed.com and other ag-
gregator sites”
o To boost visibility, also select paid options. Indeed typically has the most return on investment. For
help, contact the Home Office recruiting team.
o Take advantage of the “Free Resources” and “Networking options” provided for additional recruiting
information specific to your market.
e Add a comment if specifics are needed (part time, special hours, etc.)
o Enterinitials to agree to estimated cost (if applicable)
o Press “submit request” at bottom of page
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e Resolve the new tasks on the dashboard:
o Applications
o Use the binoculars icon to view an applicant’s information
Update the status (ex: Called/left message, not qualified, etc.)
If the application has a “target” icon, this means they have applied to Legend previously.
Look for a list of those locations, or contact Home Office HR to check previous results.
If the application has a green “E” this means they have selected “employee refer-
ral” on their application. These candidates should receive prompt attention
because they have a much higher retention rate.
o Use the green arrow icon to forward applications
o Use the yellow envelope icon to email the candidate directly (select from pre-
defined responses, or compose your own)—Remember, these become perma-
nentrecords
o Use the red speech icon to add notes—Write only facts, no opinions
e Text communications (phone icon)
e Unread texts will appear as a blue icon
e The page must be refreshed to see new messages
o Only flag as “read” once a response is sent or no action is needed
o Communities participating in other pre-employment screenings must follow additional processes per HR.
o Note: An alert will show if an application status has been stagnant for too long
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e Aninterview guide (found on Lnet) should be used by interviewer to select questions.
Communicate with associates (via call, text or email) who are not selected after initial contact/interview
Oklahoma Nurse Aide staff must be sent the Uniform Employment Application. The Application can be sent
by selecting the envelope icon and using the “Uniform Employment Application (Oklahoma Nurse Aide Staff)” pre-
defined response.
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(. It is imperative the offer letter is signed FIRST in this process: Use “Offer Letter Hourly” on Lnet \
e  Pre-hire paperwork on Lnet:

e “Authorization and Release for Reference and Background Check”

e “Summary of Rights”

e “Telephone Reference Check”
Additional state registries: Refer to the “Background Check Processing Guide” on Lnet

If under 18, must also complete “Background checks-Minors Authorization Form” on Lnet
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ﬁprocess background check: \
While a background check is in process, most communities may provisionally hire. Exceptions are: Florida; Colora-

do; Texas; Home and Community Based Service communities in Kansas. This means the candidate can continue
onboarding/training while their background check is in process. Notify HR if background checks are not completed
within 1 week.

Flagged background Check:
Once a final background check result is reached, and there is a result other than “clear,” refer to the “Background
Check Processing Guide” on Lnet for the steps below:
o Ifthe background check results fall under the “review” category:
e RD/CSA must pause onboarding/scheduling for that individual
o RD/CSA emails LSL-HRIS@legendseniorliving.com for further instructions
e If HR advises the individual cannot proceed:
e Associates who were hired provisionally: Submit separation paperwork
e For candidates who were not hired provisionally: ATS status should be updated to “Does
not meet Legend expectations” with a comment stating “Background check.” A letter/email

will be sent to the candidate from HR. /

Qf results fall under “proceed” category, RD/CSA may move forward in the hiring process.
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See “Ultipro New Hire Process Flow Chart” on Lnet for process. New hire paperwork must be uploaded to Ultipro within
24 hours of start date.
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RD/CSA navigates to the “job” tab in ATS, selects the position, unchecks the “open job” and “active” checkboxes, and
selects “save.” This method must not be used to post jobs.
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