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TALENT POOL 
 

Candidate User Guide 
 
 
Logging In 
 
To join a Talent Pool you will firstly need to visit the Talent Pool website URL (for 
example: http://hillshire.talentpool.eteach.com) – your local authority (LA) or recruiter 
website will have these details. Click on the ‘Register’ button to register as shown in the 
example below: 
 
 

 
 
 
 
You will then be asked to enter your email address and password as follows: 
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You will then see the following confirmation screen which lets you know that you have 
been registered to join the Talent Pool. 
 
 
 

 
 
 
If you click ‘Login’, you will be asked to enter your email address and password; once 
you have done this you will be taken to the ‘Personal Details’ screen, the first part of the 
Talent Pool application form.  
 
You then need to fill in the application form by completing each individual section. You 
can save you application at any point to come back to it before submitting. 
 
Please note that fields marked with * are mandatory and need to be completed before 
you can move on to the next section. 
 
The LA will add guidance notes providing specific requirements for the LA. Most LAs 
also upload a person specification document for candidates to refer to which can be 
found with the user guide. 
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Step One – Personal Details 
 
Please complete all relevant fields and click the ‘Save and Next’ button at the foot of the 
page: 
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Step Two – CV Details 
 
On the next screen (see example below) you will be asked to complete a form that 
captures information relevant to your teaching qualifications. 
 
Depending on whether you are applying to join a NQT Pool or a Redeployment Pool you 
will see the relevant screen to capture your details. 
 
The screen below highlights the CV details required to join a NQT Pool. 
 
When you have completed all relevant fields please click ‘Save and Next’ to proceed. 
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Step Three – Position Sought 
 
The next screen is where you specify the type of position that you are searching for. 
 
 

 
 
 
 
 
When you have completed all relevant fields please click ‘Save and Next’ to proceed. 
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Step Four – Qualifications 
 
To edit an existing record, click on the ‘Edit’ link or to delete an existing record, click on 
the ‘Delete’ link. 
 
To add details of a qualification you hold, click the ‘Add a new qualification record’ link.  
 

 
 
You will then see the form shown in the screenshot below: 
 

 
 
Please complete all relevant fields in the form and click ‘Save’ to proceed. When you 
have entered details of all qualifications, click ‘Save and Next’ to continue. 
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Step Five – Experience 
 
To edit an existing record, click on the ‘Edit’ link or to delete an existing record, click on 
the ‘Delete’ link. 
 
To add details of previous employment experience, click the ‘Add a new experience 
record’ link.  
 

 
 
You will see the form shown in the screenshot below: 
 

 
 
Please complete all relevant fields in the form and click ‘Save’ to proceed. You will then 
be taken back to the ‘Experience’ screen where the new record will now appear. Click 
‘Save and Next’ to continue to proceed. (Please note: there is a word limit of 1,000 
characters on the ‘Notes’ and ‘Reason for Leaving’ fields.)  
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Step Six – Supporting Information 
 
 

 
 
Within this next section you will be asked a series of questions that will be set by the 
Talent Pool recruiter. These questions will appear next to the free-text box and are 
mandatory. (Please note: questions will only appear if the recruiter has set them up.) 
 
Upload supporting document:  Please upload any relevant supporting documents. 
Please note: only one Word or PDF document can be uploaded. 
 
 
Step Seven – References 
 
To edit an existing record, click on the ‘Edit’ link or to delete an existing record, click on 
the ‘Delete’ link. 
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To add details of a referee, click the ‘Add a new reference record’ link. You will see the 
form shown in the screenshot below: 
 
 

 
 

 
 
Please complete all fields in the form and click ‘Save’ to continue. When you have 
entered details of all referees (we recommend that you provide at least two referees), 
click ‘Save and Next’ to proceed. 
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Step Eight – Equal Opportunities 
 
 

 
 
 
Please note: candidates are not required to complete the fields on this screen and can 
skip to the next section by clicking ‘Save and Next’. 
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Step Nine – Declarations 
 
In accordance with Department for Schools, Children and Families (DfES) guidelines, 
certain declarations must accompany applications. Please complete all fields in the 
‘Declarations’ form, shown in the screen shot below: 
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Submitting Your Completed Application Form 
 
Once you have completed all sections of your application, you will see the following 
summary screen: 
 

 
 
 
To submit your completed application click on the ‘click here’ link. Your completed 
application will now be submitted to the Talent Pool and a confirmation will appear on 
the screen, as shown in the example below: 
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Retracting Your Application 
 
If you decide that, after submitting your application, you want to retract it, simply click on 
the ‘click here‘ link next to the ‘retract application’ statement to retract your application 
from the Talent Pool. You will be taken to the following screen and asked why you would 
like your application to be retracted from the Talent Pool: 
 

 
 
 
To retract your application from the Talent Pool, select one of the four reasons from the 
list. Please note: you must select at least one option. 
 
Once you click ‘Save’ your application will be removed from the Talent Pool. 
 
 
Further Details and Support 
 
For further details on using the Talent Pool software or for additional IT support, please 
contact the Eteach Team on: 
 
Tel: 0845 226 1906 
 
Email: support@eteach.com 
 
For information on what to add to your application or its progress, please contact the LA. 


