Staff requests — Acting up/Additional Responsibilities

Hiring Manager Guidance
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1. Logging in and accessing your forms

Go to https://jobs.leeds.ac.uk/MyRecruitment/

Single sign on will enable you to log into the system, with no requirement to enter other
usernames or passwords. Click ‘staff login’ to enter the online recruitment system.

Flease note: Javascript and cookies must be enabled to use this website

University of Leeds Staff Login

If you are a member of staff at the University of Leeds, please click the “Staff Login” button to access this site.

Staff Login

Staff Requests <«—

Click on the Staff
Requests Header, and the
Staff Requests Dashboard
will appear.

New Request

Search Requests Go

Staff Requests
Home My Recruitment Email HR Department Leave Feedback / Report Bug Admir Log Off Beth Lintin (medblf)
Reports
@ Welcome to Staff Requests 'Q
Creste New
Search: [1D, Job Title or Name [ Search] [Reset]
Show Filter

No action is required by you on any requests

Resource Requests | Change Requests | Promotions (Resourcing) | Acadsmic Promotions | Promotion Appeals | Requiring Job Creation (81)

Show: | In Progress ~|
D Job Title Engagement  School/nstitute Requester Status Last Update
NAR1.22 PriR Taarchinn Aecictant WNinrkar Ninital Frnratinn Qarvira laccira Innas Finanra Annroval NUNIIIN2T 12-41

2. Creating a new Acting up approvals request

Create New Request @

Please select the type of request you wish to make:

@ . Resourcing Requests

il To start a new request, click on

Create New . Resource needed to deliver a role or activity
the Create New icon at the top

right of the screen.

Search Reset Change to existing arrangement

Promotion (Resourcing Request)

Act Up/Additional Responsibilities

When the dialogue box with
several options of form appegafr.
Select Act Up/Additional
Responsibilities from the list.

Promotions
Academic Promotion Application

Academic Promotion Appeal


https://jobs.leeds.ac.uk/MyRecruitment/

The Act Up/Additional Responsibilities form will automatically open, ready to complete.

Print/Download Request Return to Requests

New Act Up/Additional Responsibilities Request f'ﬁ_ va v@

Submit Delete
Before completing and submitting this request, you must have initiated a conversation with your line manager/head | or service Ld’
User guides can be found on our HR website; hitps:/hr.ieeds.ac.uk/inf PRI /34

If you have any queries when completing this form please speak to your local HR team in the fi istance.

Request Type: ® Act Up/Additional Responsibilities
Faculty/Service: @ | v
School/institute: @ [v]

Section: 1’;{

HR Officer: @ ( seect PP

Finance Manager: @

3. Filling out the request

3.1 Facu/ty/Service Details

s Act UplAddticnal Responsi The request type will auto-populate.
Faculty/Service:

Schoolinstitute:

External - not a University role

Section Facilities Directorate
Faculty of Arts, Humanities & Cultures .
HR Officer: Faculty of Biological Sciences \ seIeCt yOUI’ Facu|ty/$erVIce from the

Faculty of Business

Finance Manager: Faculty of Engineering & Physical Sciences drop dOWn menu.
Faculty of Environment

E&I Training Complete: Faculty of Medicine & Health
Faculty of Social Sciences

Employee Name Professional Services

Student Education Service

Employee ID Teaching Excellence and Innovation

Online Staff Request Form

Request Type: Act Up/Additional Responsibilities

Faculty/Service: [Faculty of Biolegical Sciences v

Select the correct

School/Institute:

s S— School/Institute/Service from the drop
R Ofer Contl Bmecien saniess down menu.

School of Biology

Finance Manager School of Biomedical Sciences

- School of Molecular & Cellular Biology
E8I Training Complete:

LI B School of Molecular & Cellular Biology / Astbury Centre for Structural Molecular Biology
Employee Name: Forename [ [Sumame

Online Staff Request Form

Request Type: Act Up/Additional Responsibilities The SeCtlon Wl” aUtomatlca”y popUIate'
Faculty/Service: [Faculty of Biological Sciences ~] P NOTE: if this does not happen please
Schoalllnstitute: School of Biology _—

select the correct section.
Secton /

Select the HR Officer for the

Faculty/Service: @ |[Faculty of Biological Sciences ~ Faculty/Service (OptiOnS will appear in
School/Institute: @ ]Schucl of Eio\ogy ~,
/ the drop down menu).
Section: School of Biology v
HR Officer: @ ' Select approving HR officer v .
g Select the Finance Manager for the

Finance Manager: ® | Select approving finance officer ‘\ F |t /S i (O t ” i

acu ervice lons will appear in
Line Manager/Pl: @ [ select line manager v | Y p pp

the drop down menu).

3.2 Employee Details

Free type the Employee’s name, ID and
Employee Name |Joe | Bloggs | <

| current Job Title.
Employee ID: 12345 « 4///

Employee Job Title: |Lecturer <«




Employee Name |J0e | |B\oggs

Employee ID: [12345 |
Eny ez dnr s [Lecturer Select the Employee’s current grade
CrEn 8 : from the drop down menu.
Current FTE: Grade 2 /
7 Grade 3 3
New or in Plan: Grade 4 in plan
Grade 5
Act Up/Additional Responsibiliies gl _
Grade 7
Start Date: Grade 8
Grade §
End Date: Grade 10
Zone 1
New Grade: Zone 2
Zone 3
Ful FTE: @ |Nsgotiated E:
Clinical Lecturer
Dental Lecturer
Acting Up: Senior Lecturer/Reader pay:
New Consultant Scale
Specialty Dentist scale

Business Case Clinical Research Fellow -

Empls N J Bl .
e Lae | g I Insert the Employee’s current Spine

Employes D !

Employee Job Title: [Cocorer Point from the drop down menu.

Curront Grado

Current Spine Point
Current FTE

New or in Plan:

Act Up/Additional Responsibilities

Start Date:
End Date
Once you have selected the Employee’s
current Grade and Spine point, their
Employee Name: |Jos | Bloggs
Sl salary will automatically populate.
Employee Job Title: [Lecturer _—
Current Grade:
Current Spine Point 32~
Cr= Sy S Enter the Employee’s current FTE.
Current FTE: 100.00 b €
New or in Plan; Is the request new to plan or in plan:

Select whether the request is New to plan or In plan.

4. Act Up/Additional Responsibilities

Act Up/Additional Responsibilities

Start Date: Add the start date and end date of the
period which the Employee will be
Acting up / have Additional

Responsibilities.

End Date:

New Grade:

Full FTE

Grade 3
. Grade 4 -
Acting Up: Grade 5 pay”

Grade 6

CT— DU Add the Acting up grade from the drop

Grad= 9 down menu.
Grade 10

Zone 1

Zone 2

Zone 3

Negaotiated

Clinical Lecturer

Dental Lecturer

Senior Lecturer/Reader
New Consultant Scale
Specialty Dentist scale
Clinical Research Fellow ~




Act Up/Additional Responsibilities

Start Date: 25/056/2022 E
End Date: 31102022 |
Add the acting up Spine point from the
New Grade: |Grade 8 vl drop down menu
MNew Spine:

Full FTE: up applicable to full FTE:
O No
Acting Up: tly Acting up/additional pay:

O No

Business Case

Act Up/Additional Responsibilities

Start Date: IE/05/2022 E

End Date: 311072022 | Is the Employee acting up to their full
New Grade: [Grade 8 v] current FTE? If so select Yes.

New Spine: 40 v

Full FTE @ Actin; icable to full FTE:

®Yes O No

If the Employee is Acting up for only part of their

Stan Date 25052022 |3 current FTE, select No and add the Acting up FTE.

End Date: m

New Grade. (Grade 8 <] NOTE: For instance, if an employee works 100% FTE

New Spine: e and will only be acting up for 50% of their FTE,

Ful FTE @ Ading up applicabies enter 50. If an employee works 80% and will only be
OYes @ No acting up for half of their FTE, enter 40.

Act Up/Additional Responsibilities

Start Date: 25/05/2022 E

End Date: 31102022 )
Is the Employee currently Acting up? If

New Grade: [Grade 8 v] ploy Y gup
not then select No.

New Spine: 40 v

Full FTE: @ Acting up applicable to full FTE:

O Yes @ No
Acting Up FTE: 50.00
Acting Up: Currently Acting up/,

O Yes @ No




Act Up/Additional Responsibilities

Start Date: E
End Date: 31102022 |4
New Grade: [Grade 8 ] If the Employee is currently Acting up,
New Spine: A0~ select Yes and enter their current acting
Full FTE: ® Acting up applicable to full FTE: up grade and Spine Point from the drop

O Yes @ No down boxes.
Acting Up FTE:
Acting Up:

®ves C No
Acting Up Grade: | ~|
Acting Up Spine:
Start Date: 250572022 |2l
End Date: 3171012022 |
New Grade: [Grade 8 v
New Spine: Is the Employee’s current acting up
Full FTE: ® Acting up applicable to full FTE: arrangement continuing alongside their

OYes ®No new acting up? Select Yes or No.
Acting Up FTE:
Acting Up: Currently Acting up/additional pay:
®Yes O No

Acting Up Grade: |Grade 7 /[
Acting Up Spine:
Acting Up Continuing: OYes ® No

5. Business Case/submission

Business Case

Business Case

/ A

Once you have done this you can submit m.

NOTE: It is recommended that you save your form at

Enter the Business case into this section.

NOTE: Enter the new Job title of the role the this point.

Employee is acting up to in this section. NOTE: if you have made any errors
on the form, they will appear at the
top of the screen as shown below.

Lecturer

) You will not be able to proceed

Please fix the following errors before you continue: T« . .

- Enter the reason fo cover [Go To Ermar until the errors are fixed. You can

- Enter the details regarding restrictions on areas [Go To Error]

- Enter the full details of where you would like the post advertised, the costs involved and how they will be met [Go To Error] 1 1

- Yn: mtusl remnvte all ***'s frnnw\"main duties a:vd rZip:)nsin::ies [G‘u To E:rur] e ! : go to eaCh error by c“CkI ng on Go

Yo matremove al - ram g ocort (o To £t to error and this will take you

[ Reguesi Dl | Jab Adiei | Slocion Crtra directly to what needs fixing. Once

any errors are fixed you can submit

Some text about what should be in the selection criteria here the form again.



6. Tracking your requests
Return to Requests

You can see what stage, and ,E] ,a ,a
where your request is by
dessaging Save Withdraw Approve Reject

selecting Return to Requests in
the top right of the screen.

Alternatively, you can select My Recruitment from the top left of the screen.

Home My Recruitment Email HR Department Leave Feedback/Report Bug Admin Log Off

Request Admin  Print/Download Request

From the main Stonefish dashboard, click on the Staff Requests tile in the bottom left of the screen.

. . Q.
My Recruitment & Promotions c

My Details
Q Jobs @ Academic Promotions Redeployment

Advanced Search New Promation Application

Redeployment Details
Search Jobs Go All Applications Redeployment Jobs

Jobs by Email

Jobs by RSS
[ staff Requests 4““:_7 Management € System Administration
New Request Search Jobs Go Vacancies
Search Requests Go Search Applications Go Search Vacancies Go

Redeployment

Site Users

Your main Staff Requests dashboard will then open.

@ Welcome to Staff Requests =
Search (1D_Job Title or Applicant Name ]

[ Show Fiter

Pending

Type Job Title Type Last Update
Change Request Officer 2 ActUp 1110572022 15:01
Change Request Officer 2 ActUp 11/05/2022 15:00
Change Request HR Officer ActUp 1110512022 14:57
Change Request HR Officer ActUp 11105/2022 14:56
Change Request TEST RM ADMIN ActUp 1110572022 1451

There are 2 requests which require an action on your part affd are marked with (Action Required)

‘ Resource Requests | Change Requests | onf (R ing) | Academic Promotions | Promotion Abggals | Requiring Job Creation (0) |

Show:

0054-22  Test Employge Faculty of Medicine & Health Faculty of Medicine 3\Health Finance Approval (Action Required) 11/04/2022 16:41
0088-22 UEG Approval Test 1 Emplgfjee Facilities Directorate: Submitted to HR 09/05/2022 11:55
008722  HR Assistant Empfloyee Faculty of Medicine & Health Submitted to HR 06/05/2022 21:25
0080-22  Finance Manager Test Effiployee Facully of Arts. Humanities & Cultures Rejected 0510572022 10:28
007422 XXXX mployee Facully of Medicine & Health Finance Approval 2710472022 16:10
0065-22  Admin assistant 2 Temp/Agency Faculty of Environment Head of School/Institute Approval 21/04/2022 15:33
0050-22  XOOOXXX Employee Faculty of Medicine & Health HR Approval 06/04/2022 11:10
003422  New employee test Employee Faculty of Medicine & Health Rejected 06/04/2022 09:54

You can see all saved drafts. You can see if there are any requests

that require your action.

You can see where each of your
requests is in the process.



