Staff requests - Change to Existing Arrangement

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: Javascrlpt 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 (medbif)
Reports
@ Welcome to Staff Requests 'Q
Create 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) = Academic Promotions = Promotion Appeals | Requiring Job Creation (81)

Show: |In Progress ~|
ID Job Title Engagement  School/lnstitute Requester Status Last Update
AIR1.92 DR Taarhina Aecictant Winrlear Ninital Eruratinn Sanirs laccira Innae  Finanea Annrval AUNIINDA 12-41

o strt newreques, clkon
a / the Create New icon at the top Please select the type of request you wish to make:

Create New rlght of the screen. Resourcing Requests

Resource needed to deliver a role or activity
H i Act Up/Additional Responsibilities
When the dialogue box with
several choices of form appear,/v Change to exisling arrangement
select the appropriate form Promotion (Resourcing Request)
from the list.

Promotions
Academic Promotion Application

Academic Promotion Appeal

i
reate New Reques! [ ] You will then be promptEd to select

change Type: - a change type from the drop down
Change to FTE / menu.

Extension of fixed-term contract / funding
Extension of Act Up/additional duties
Change from fixed term to open-ended/open ended fixed funded|(105


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

2. Changein FTE

2.1 Faculty/Service details

The change request form will appear:

Change Request

Save Submit Delete

Online Staff Request Form

Request Type: Change to FTE

Faculty/Service: [ V] %
School/lnstitute:

Section:

You can begin to complete the form.
Note: that you can save your form at any time, and return to it at a later date icking on save.

You must complete all fields, compulsory fields that are not completed will mark with a red star.
You will not be able to progress until these are completed.

Online Staff Request Form

Request Type: Change to FTE Select the correct Faculty/Service, from
Faculty/Service: V| % the drop down menu.
Schoolllnstitute: External - not a University role
9 Facilities Directorate
Section:
seten Faculty of Arts, Humanities & Cultures
HR Officer: Faculty of Biological Sciences
Faculty of Business y
Finance Manager: Faculty of Enginesring & Physical Sciences
Faculty of Environment —
E&I Training Complete Faculty of Medicine & Health
Faculty of Social Sciences
Employee Name Professional Services e
. Student Education Service
Employee ID: Teaching Excellence and Innovation

Online Staff Request Form .
—— P—— Select the correct School/Institute
Faculty/Senvice: [Faculty of Biological Sciences ~] from the d rop down menu.
Schoelfnstitute: ~

Section

Astbury Centre

HR Officer Biu\agicall Scienlces FacL.llty Offices.
Central Biomedical Services
School of Biclogy

School of Biomedical Sciences

Finance Manager:

P School of Molecular & Cellular Biology
E&ITraining Complate School of Molecular & Cellular Biology / Astbury Centre for Structural Molecular Biology
Fmnlovea Name Forename T TSirnama
Request Type Change to FTE The Section will automatically
Faculty/Service: [Faculty of Biological Sciences ~| populate' NOTE: if this does not
School/Institute: [School of Biology ha en Iease Select the correct
Section School of Biology v| = ppen p

o —— ) section.

Online Staff Request Form

Select the HR Officer for the

Request Type Change to FTE

Faculty/Service: |Faculty of Biological Sciences V| FaCU|ty/5erVice (options WI“ appear in
Schoolilnstitute [School of Biology / the drop down box).

Secton -

HR Officer [ Select approving HR officer 7 2 - Select the Finance Manager for the
Finance Manager: [ setect approving finance officer — Faculty/Service (Options will appear in

the drop down box).



2.2 Employee details

Online Staff Request Form

Request Type Change to FTE

Faculty/Service: | Faculty of Biological Sciences - ‘

School/Institute: [School of Biology

Section School of Biology v
HR Officer. | Cecile Bailif (percha ! C.Baillif@leeds.ac.uk)

Finance Manager: | Kelly Brook (wsdkbr / K.L Brook@leeds ac.uk)

/

E&I Training Complete: ®Yes O No
Employee Name: Forenames e
Employee ID: & /

=
Employee Job Title: | X
Employee Name: [doe | [Blogas ]
Employee ID [12345 |

—

Employee Job Title: [Administrator _—

Current Grade
Current FTE Grade 2
Grade 3
Grade 4
Grade 5
Grade &
Grade 7
Grade 8
Grade 9
Grade 10

New orin Plan:

/in plan:
I

io Contract/Funding end date for Fixed Term or (

Tenure:

Employee Name |Joe | |B\oggs
Employee ID |12345 |
Employee Job Title: |Administramr
Current Grade:
Current Spine Point:
Current FTE: o I ¢
12

New or in Plan:

Change to FTE
Tenure: 17 |porary
jli 0ing change (subject to Contract/Funding end date for Fix
Employee Name: |Joe | |Bloggs
Employee ID: [12345 |

Employee Job Title: [Administrator

Current Grade
Current Spine Point:
Current Salary: 20600
Current FTE S

New or in Plan Is the request new to plan or in plan:

O Newto Plan O In Plan

N

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

2.3 Change in FTE Details

Change to FTE

Free type the Employee’s name, ID and

I‘J/ current Job Title.

Select the Employee’s current grade
from the drop down menu.

Insert the Employee’s current Spine
Point from the drop down menu.

Once you have selected the Employee’s

current Grade and Spine point, their
salary will automatically populate.

Enter the Employee’s current FTE.

Select the tenure of the change.

Tenure: O Temporary ‘4*
® Ongoing change (subject to Contract/Funding end date for Fixed Term or Open-ended fixed funded)
G
Term-Time Only OYes ® No <
Start Date vy |

State if the employee works term time
only.

Insert the start date of the change.



Change to FTE

Tenure: @ Temporary
O Ongoing change (subject to Contract/Funding end date for Fixed Term or Open-end

Term-Time Only: OYes ®No
Start Date:

End Date:
Tenure: (O Temporary
® Ongoing change (subject to Contract/Funding
Term-Time Only: ®Yes O No
Start Date:

Current Annual Hours:

New Annual Hours:

Change to FTE

Tenure: O Temporary
® Ongoing change (subject to Contract/Funding

Term-Time Only: O Yes @ No
Start Date: 010772022 |

Change to FTE

Tenure: O Temporary
® Ongoing change (subject to Contract/Funding end date for Fix
Term-Time Only: OYes @ No
Start Date 0170772022 |
New FTE: 100.00 %
Acting Up: @ Currently Acting up/additi
OYes ONo
Change to FTE
Tenure: O Temporary
® Ongoing change (subject to Contract/Funding end date fo
Term-Time Only: OYes @ No
Start Date: 010772022 |2
New FTE: 100.00 %
Acting Up: ©)] Currently Acting up/additional pay:
®Yes ONo
Acting Up Grade: | M

Acting Up Spine:

Acting Up Continuing: OYes @ No

If the tenure is Temporary, a further box
will appear for you to insert the End
date for the change.

If the Employee is term time only,
further boxes will appear for you to
insert the Current Annual Hours and the
New Annual Hours.

Once you have entered the Start Date,
(and End date if required), you will be
prompted to enter the New FTE.

NOTE: If this change impacts the
employee’s working pattern, please
provide details of what days and hours
the employee will be working, in the
business case at the foot of the form.

Is the Employee currently acting
up or receiving additional pay?
Click Yes or No here.

If your answer is no you will move
to the next section.

If you click Yes you will be prompted to
fill in the current Acting up Grade and
Acting up Spine Point.

Also state if the current Acting up
arrangement will continue.



2.4 Business Case

Business Case

Business Case

// \\
_—

NOTE: If the change impacts the employee’s Write the Business case in this section
working pattern, provide details of what and then click Submit.

days and hours the employee will be

working in the business case.

NOTE: When you press submit, if you have made an errors on the form, error messages will appear at the
top of the screen. You will need to amend the errors before you can submit the form:

Joe Bloggs, Administrator - Change from

Please fix the following errors before you continue:
- Select the approving HR officar [Go To Error]
- Select the approving finance manager [Go To Error]

The form will then be submitted for HR approval, followed by any other required approvals.

3. Extension of Fixed Term Contract/Funding

Create New Request a

— Select the Change type as Extension of
Fixed term contract/funding from the
drop down menu and click continue.

Change Type:
| Extension of fixed-term contract / funding v |

Change to FTE

Extension of fixed-term contract / funding

Extension of Act Up/additional duties

Change from fixed term to open-ended/open ended fixed funded [{

Once you have selected the change type the form will appear.



3.1 Faculty Service details

Online Staff Request Form

Request Type Extension of fixed-term contract / funding .
Select the correct Faculty/Service, from

the drop down menu.

Faculty/Service: s

School/lnstitute:

External - not a University role
q Facilities Directorate
Section:
schen Faculty of Arts, Humanities & Cultures
HR Officer: Faculty of Biological Sciences
Faculty of Business A/
Finance Manager: Faculty of Engineering & Physical Sciences
Faculty of Environment
E&I Training Complete: Faculty of Medicine & Health
Faculty of Social Sciences
Employee Mame: Professional Services =
. Student Education Service
Employee ID: Teaching Excellence and Innovation
Employee Job Title:

Online Staff Request Form

Request Type: Extension of fixed-term contract / funding seIeCt the Correct SChOOIIInStitUte
Faculty/Service: [Faculty of Biological Sciences ~| fro m th e d rop d own menu.
School/Institute: v

Section

Astbury Centre

s Biological Sciences Faculty Offices
Central Biomedical Services
School of Biclogy

Finance Manager School of Biomedical Sciences

School of Malecular & Cellular Biology
E&ITi Complete:
faining Lompie School of Molecular & Cellular Biology / Astbury Centre for Structural Molecular Biology
Fmnlavas Nama: [Farenama T TSirnama T

Online Staff Request Form

The Section will automatically populate.
Request Type: Extension of fixed-term contract / funding

NOTE: if this does not happen please select

Faculty/Service: | Faculty of Biological Sciences V .
the correct section.

School/lnstitute: [School of Biology -

Section: School of Biology v /

Select the HR Officer for the

Request Type: Extension of fixed-term contract / funding Faculty/SerVice (Options W|” appear in
Faculty/Service: ‘Faculty of Biological Sciences v|
‘ : the drop down box).
School/Institute: ‘ School of Biology
Sl / -
een — ., Select the Finance Manager for the

HR Officer: ‘ Select approving HR officer 7" 7 ‘ . . . .
Faculty/Service (Options will appear in
Finance Manager: | Select approving finance officer v

the drop down box).

3.2 Employee Details

Request Type: Extension of fixed-term contract / funding
Faculty/Service: ‘ Faculty of Biological Sciences A |
School/Institute [ School of Biology Free type the Employee’s name, ID
Section: School of Biology v .

- number and current Job Title.
HR Officer: | Cecile Balliif (percha / C Baillifi@leeds ac.uk) =

—

Finance Manager: ‘ Kelly Brook (wsdkbr / K L Brook@leeds ac uk) /
E&I Training Complete: O¥es ONo

Employee Name Forenams

Employee ID: | =

Employee Job Title: | x




Sy e [ioe | [Bloggs Select the Employee’s current grade
Employee ID: [12345 ]

from the drop down menu.
Employee Job Title: |Administratnr /

Current Grade:

Current FTE:

Grade 2
Grade 3 # .
Grade 4 A/m P
Grade 5

Grade 7

New or in Plan

Extension of fixed-term contract / fui

Type: Grade 8 ntract O Extension to Funding
Grade 9
Current End Date: Grade 10
Employee Name: |Joe | |Bloggs
Employee ID: [12345 | Insert the Employee’s current Spine
Employee Job Title: |Administrator Point from the drop down menu.

Current Grade: [Grade 4 v

Current Spine Point:
Current FTE:

New or in Plan: Fquest new to plan or in plan:

to Plan O In Plan

ension of fixed-term contract / ful

tnsion of fixed-term contract (O Extension to Fundini

Employee Name: [soe | [Bloggs | Once you have selected the Employee’s
Employee ID: [12345 | current Grade and Spine point, their
Employee Job Title: |Administrator / . .
salary will automatically populate.
Current Grade:
Current Spine Point Enter the Employee’s current FTE.
Current Salary: 20092 ‘_ —
Current FTE: I:I%
New or in Plan Is the request new to plan or in plan:

ONewto Plan O In Plan \

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

3.3 Extension of fixed term contract/funding details

Select what type of extension your

change i.

Type: O Extension of fixed-term contract @ Extension to Funding /

i T e If you select Extension to funding, you

m will be prompted to complete the
Current end date and the Proposed end
date fields.

Proposed End Date: ddimmiyyyy

Extension of fixed-term contract / funding

Type: @® Extension of fixed-term contract O Extension to Funding If you select Extension of fixed-term contract
7
Current End Date: ) you will be prompted to complete the Current
. .
Proposed End Date: end date and the Proposed end date fields.
Continuous Service: (® Does the extension take continuous service beyond 3 years:

OYes O No



NOTE: if you select Yes for continuous

Does the extension take the continuous service service, this message will appear in red.

beyond 3 years? Select Yes or No. At this point you should speak to your
local HR before continuing with the
change request.

Extension of fixed-term contract / funding

Type: ®) Extension of fixed-trm contract O Extension to Funding

Current End Date:

Proposed End Date:

Continuous Service: @ Does the extension take continuous service beyond 3 years:
@ Yes O No
Employee needs to move to an ongeing, or open-ended fixed funded contract. Check if a Change to open-ended or open-ended fixed funded can be requested. If so, please
change this request te "Change to open-ended or open-ended fixed fundad”

Extension of fixed-term contract / funding

Type: ® Extension of fixed-term contract O Extension to Funding Is the Employee Ccu rrently acting
Current End Date: Tz | up or receiving additional pay?
Proposed End Date: e | Click Yes or No here.
Continuous Service: @ Does the extension take continuous service beyo If your answer is no you will move

OYes @ No .

to the next section.

Acting Up: @ Currently Acting up/a

OYes O No
Type: ® Extension of fixed-term contract O Extension to Funding If you click Yes you will be prompted to
Current End Date- Siora02e | fill in the current Acting up Grade and

Acting up Spine Point.

Proposed End Date: 31/07/2023 E

Continuous Service: @ Does the extension take continuous service beyond 3 Also state if the current Acting up
OYes @ No arrangement will continue.

Acting Up: ©)] Currently Acting up/additional pay:
®Yes O No

Acting Up Grade: |

Acting Up Spine:

Acting Up Continuing: OYes O No

3.4 Business case/submission

Busingss Case

/ Submil

Write the Business case in this section and then click Submit.



Note: When you press submit, if you have made an error on the form, error messages will appear at the
top of the screen. You will need to amend the errors before you can submit the form:

Joe Bloggs, Administrator - Change from |

Please fix the following errors before you continue:
- Select the approving HR officer [Go To Error]
- Select the approving finance manager [Go To Error]

|
The form will then be submitted for HR approval, followed by any other required approvals.

4. Extension of Acting-Up/Additional Duties

I Change Type: -
e ]

Change to FTE
Extension of fixed-term contract / funding . _ epe
Extension of Act Up/additional duties Select Extension of Act-Up/Additional
Change from fixed term to open-ended/open ended fixed funded Duties from the change Type drop

down menu and click continue.

=

‘reatio

e Typ
)

e LALTHISIUI U HATUSUSE T LT G | Yy wunudCt Ext

4.1 Faculty Service details

Once you have selected the change type the form will appear:

Online Staff Request Form

Request Type: Extension of Act Up/additional duties

Faculty/Service: hd

Sehoolinsiite I— Select the correct Faculty/Service, from

3 Facilities Directorate
S Faculty of Arts, Humanities & Cultures ‘—4_— the drop down menu.

HR Officer: Faculty of Biological Sciences
Faculty of Business | —
FILEs (BT B g, Pysical Sciences B Select the correct School/Institute
E&I Training Complete: Faculty of Medicine & Health
Faculy of Social Sciences | S from the drop down menu.
Employee Name Professional Services e

Student Education Service

Employee 1D Teaching Excellence and Innovation
Eambaniany Winipite: -

y b | School of Molecular & Cellular Biology  Astbury Centre for Structural Molecular Biology
Employee Name [Forename [ [Sumame

I _ —

The Section will automatically populate.

Online Staff Request Form

Request Type: Extension of Act Up/additional duties NOTE: If thls does nOt happen please SeIeCt
Faculty/Service: [ Faculty of Biological Sciences v] ‘/ the correct section.

School/lnstitute [School of Biology —

Section: /




Online Staff Request Form

Extension of Act Up/additional duties

Request Type
Facuity/Service
Schaolllnstitute
Section

HR Officer:

Finance Manager

Select the HR Officer for the

[Faculty of Biological Sciences v

[Sehool of Biology

/ Faculty/Service (options will appear in

the drop down menu).

| select approving HR officer il v | .
T —— ‘ Select the Finance Manager for the

Faculty/Service (Options will appear in
the drop down menu).

4.2 Employee Details

Online Staff Request Form

Request Type:
Faculty/Service:
Schoollnstitute
Section:

HR Officer:

Finance Manager:

E&l Training Complete:

Employee Name:
Employee ID

Employee Job Title:

Employee Name
Employee ID:
Employee Job Title:
Current Grade:
Current FTE:

Mew or in Plan:

Current End Date

Proposed End Date:

Employee Name
Employee ID
Employee Job Title:
Current Grade
Current Spine Point
Current FTE

New or in Plan:

Extension of Act Up/additional duties

[Faculty of Biological Sciences v

‘ School of Biology

School of Biology v

‘ Cecile Baillif (percba / C.Baillif@leeds.ac.uk)

M
‘ Kelly Brook (wsdkbr / K L Broock@leeds ac uk) =
@ ves O No
Forename S e /

[doe ] [Bloggs |
[12345 ]

Free type the Employee’s name, ID and
current Job Title.

Select the Employee’s current grade
from the drop down menu.

|Administrator

in plan

|Jne | |Blnggs
[12345 |

|Administrator

Insert the Employee’s current Spine

Point from the drop down menu.
7L I
18

qUest new to plan or in plan
20 to Plan O In Plan

Employee Name
Employee ID
Employee Job Title:
Current Grade:
Current Spine Point:
Current Salary:
Current FTE

New orin Plan:

'j:;s | [Boges Once you have selected the Employee’s
[f23s ]

[ - ___———current Grade and Spine point, their
salary will automatically populate.

20 v

26627 Enter the Employee’s current FTE.
I

Is the request new to plan or in plan:

ONewtoPlan O InPlan <

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



4.3 Acting up details

Extension of Act Up/additional duties You will be prompted to enter the

Current End Date: Current End Date and the Proposed End
Date.

Proposed End Date:

Is the Employee currently Acting

Acting Up: @ Currently Acting upfadditional pay:
@Yeg_e_m_/—!/’_ up/receiving additional pay? For this

change request the answer will always

Acting Up Grade: | V| be Yes
Acting Up Spine: \

Complete the Acting up Grade and
Acting Up Continuing: OYes ONo

Spine point from the drop down boxes.

Is the Acting up continuing? For this change request the answer will always be Yes.

4.4 Business Case/Submission

Business Case
\ 4

\

- =

Write the Business case in this section and then click Submit.

Note: When you press submit, if you have made an error on the form, error messages will appear at the
top of the screen. You will need to amend the errors before you can submit the form:

Joe Bloggs, Administrator - Change from

Please fix the following errors before you continue:
- Select the approving HR officer [Go To Error]
- Select the approving finance manager [Go To Error]

The form will then be submitted for HR approval, followed by any other required approvals.



5. Change from Fixed Term to Open Ended/Open Ended Fixed Funded

I Change Type: -

e — Select Change from fixed term to open

Change to FTE ended/open ended fixed funded from
Extension of fixed-term contract / funding . .
Extension of Act Up/additional duties / the drop down menu and click continue.
Change from fixed term to open-ended/open ended fixed funded

k

) treatio

I e Typ
)

e LALTHISIUI T HATUSISE T LT G | iy wunudCt Ext

5.1 Faculty Service Details

Once you have clicked continue, the form will appear.

Online Staff Request Form

Request Type Change from fixed term to open-ended/open ended fixed funded
Faculty/Service: ~
Schoalllnstitute External - not & University role Select the correct Faculty/Service, from
. Facilities Directorate //
Secti =
ecton Faculty of Arts, Humanities & Cultures the drop down menu.
HR Officer: Faculty of Biological Sciences
Faculty of Businass
Finance Manager. Faculty of Engineering & Physical Sciences
Faculty of Environment
E&I Training Complete Faculty of Medicine & Health
Faculty of Social Sciences
Employee Name: Professional Services i
Student Education Service
Employee 1D Teaching Excellence and Innovation

.
Request Type: Change from fixed term to open-ended/open ended fixed funded SeIeCt the CorreCt SChOOI/InStItUte

Faculty/Service from the drop down menu.

| Faculty of Biological Sciences ~|

School/nstitute

Section:

Astbury Centre
HR Officer E!iulugi:al.Scier[css Facl.JIty Offices
Central Biomedical Services
School of Bielogy

Fi M
PSR School of Biomedical Sciences

e School of Molecular & Cellular Biclogy
E&ITr Complet:
raining Lompiete School of Molecular & Cellular Biclogy / Astbury Centre for Structural Molecular Biclogy
Employee Name: Forename [ [Sumame |

Online Staff Request Form

The Section will automatically populate.

Request Type: Change from fixed term to open-ended/open ended fixed funded X )
Faculty/Service: [Faculty of Biological Sciences ~| / NOTE: if this does not happen please select
School/lnstitute [Schoal of Biology — the correct section.

Section: School of Biology v /



Online Staff Request Form Select the HR Officer for the

Request Type: Change from fixed term to open-ended/open ended fixed funded . . . .
/ Faculty/Service (options will appear in

Faculty/Service: [Faculty of Biological Sciences ~|

School/lnstitute: [School of Biology the drop dOWn menu)-

Secton

HR Officer: ((Seloct approving FR oficer o — Select the Finance Manager for the
T e (Select approving finance offcer «— Faculty/Service (Options will appear in

- the drop down menu).

5.2 Employee Details

Online Staff Request Form

Request Type: Change from fixed term to open-ended/open ended fixed funded
Faculty/Service: [Faculty of Biological Sciences v »

School/Institute: \Schonlaiﬁia\ogy v Free type the Employee S name' ID and
Section current Job Title.

HR Officer: | Select approving HR officer |

Finance Manager [ Select approving finance officer |

E&I Training Complete: ®Yes O No

Employee Name [Forename | [Suname =~ ]

Employee Job Title: [

Employee Name: |Joe | |E!\oggs
Employee ID: [12345 |
Employee Job Title: |Administramr

Select the Employee’s current grade
from the drop down menu.

Current Grade:

Current FTE:

Grade 2
Grade 3

Grade 4 &

New or in Plan

Grade 5
Grade 7
Engagement Type: Grade & ed fixed funded
Grade 9
Start Date: Grade 10
E&I Training Complete: ®Yes O No
Employee Name: |Joe | |E!\oggs
Employee ID [12345 ]
Employes Job Title: [Administrator Insert the Employee’s current Spine
Current Grade Point from the drop down menu.
Current Spine Point:
Current FTE e I
New or in Plan: 12 lequgsimerrTo plan or in plan:

Change from fixed term to open-enc| 1: :n-ended fixed funded

Engagement Type: 1? -ended O Open-ended fixed funded

Employee Name: |Jne | |B\nggs |

Employee ID [ | Once you have selected the Employee’s
Emplayee Job Tile: [Administrator ~_—current Grade and Spine point, their
Current Grade: salary will automatically populate.

Current Spine Point:

Current Salary: 21686 Enter the Employee’s current FTE.

Current FTE: I% <

New or in Plan: Is the request new to plan or in plan:

@Newto Plan O InPlan e

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



5.3 Change Details

Change from fixed term to open-ended/open-ended fixed funded

® Open-ended @] Open-ended fixed funded
—

Engagement Type:

Start Date:

Change from fixed term to open-ended/open-ended fixed funded

Engagement Type: ) Open-ended ® Open-ended fixed funded

Start Date:

Funding End Date:

Change from fixed term to open-ended/open-ended fixed funded

Engagement Typs: ) Open-ended @ Open-ended fixed funded

A
50672073 ]

@ Currently Acting up/additi
OYes ® No

Start Date:
Funding End Date:

Acting Up:

Change from fixed term to open-ended/open-ended fixed funded

Engagement Type: O Open-ended @ Open-ended fixed funded
Start Date: 06/06/2022_| =

Funding End Date:

061062023

Acting Up: (@) Currently Acting up/addjt

®@Yes O No
Acting Up Grade: | v| /
Acting Up Spine:
Acting Up Continuing: O¥Yes ONo 4’-—///

5.4 Business Case/Submission

Business Case

Select if the Engagement type is
changing to Open Ended or Open Ended
Fixed Funded.

If you choose Open Ended enter the
start date.

If you select Open Ended Fixed Funded
enter the start date and the Funding
End Date.

Is the Employee currently Acting
up/receiving additional pay? If not,
select No and carry on with the form.

If the Employee is currently Acting
up/receiving additional pay Select Yes.

Complete the Acting up Grade and
Spine point from the drop down boxes

Is the Employee’s current acting up
arrangement continuing alongside their
new acting up? Select Yes or No.

Business Case

Write the Business case in this section and then click Submit.




Note: When you press submit, if you have made an error on the form, error messages will appear at the top of
the screen. You will need to amend the errors before you can submit the form:

Joe Bloggs, Administrator - Change from !

Please fix the following errors before you continue:
- Select the approving HR officer [Go To Error]
- Select the approving finance manager [Go To Error]

The form will then be submitted for HR approval, followed by any other required approvals.

6. Tracking your requests

You can see what stage, and where your request is by selecting Return to Requests in

the top right of the screen. /

Return to Requests

A R sl ) )

dessaging Save Withdraw Approve Reject

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.

. . O,
My Recruitment & Promotions c
N My Details
Q Jobs Iﬂ Redeployment
Advanced Search Redeployment Details
Search Jobs Go Redeployment Jobs

Jobs by Email

Jobs by RSS /

[ staff Requests %8} Vacancy Management 8 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

Create Newy

Search: (1D Job Title or Applicant Name ] [ Search |

Show Filter

Pending

Type Job Ti Type Last Updat
Change Request Officer 2 Act Up 11/05/2022 15:01
Change Request Officer 2 Act Up 11/05/2022 15:00
Change Request HR Officer Act Up 11/05/2022 14:57
Change Request HR Officer ActUp 11/05/2022 14:56
Change Request TEST RMADMIN ActUp 11/05/2022 14:51

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

| Resource Requests ["Change Requestﬂ Prometions (Resourcing) ‘ Academic Promotions ‘ Promotion Appeals ‘ Requiring Job Creation (0) |
y A

Show: [In Progress / ~]

005422 Test Employee Faculty of Medicine & Health Faculty of Medicine & Health Finance Approval (Action Required) 11/04/2022 16:41

0088-22 UEG Approval Test Employee Facilities Directorate Submitted to HR 09/05/2022 11:55

0087-22  HR Assistant Employee Faculty of Medicine & Health Submitted to HR 06/05/2022 21:25
0080-22  Finance Managffr Test Employee Faculty of Arts, Humanities & Cultures Rejected 05/05/2022 10:28
007422 XXXX Employee Faculty of Medicine & Health Finance Approval 27/04/2022 16:10
0065-22  Admin assiftant 2 plAgency  Faculty of Envi Head of Schoollinstitute Approval 21/04/2022 15:33
0050-22 X Employee Faculty of Medicine & Health HR Approval 06/04/2022 11:10
003422  New efnployee test Employee Faculty of Medicine & Health Rejected 06/04/2022 09:54
You can see if there are any requests
You can see all saved drafts. You can see where each of your that require your action.

requests is in the process.



