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Appointment details
This form is not mandatory and is not required by Human Resources but can be used within faculties/schools/services to assist in the appointment of staff. All appointment details from this form should be entered onto the offers checklist on the e-recruitment online system. 
· Details marked with a * do not need to be entered onto the offers checklist as they will already be held in the e-recruitment system.

· Details marked with a ** should be entered into the ‘comments/notes’ section of the offers checklist.
1. Personal details

	Title:*
	First name:*
	Last name:*


2. Job details 
	Job reference number:*
	

	Faculty/Service*
	

	School/Institute/Department*
	

	Job title
	

	Ongoing/fixed term
	

	Staff category
	

	Start date 
	

	End date/tenure (if fixed term)
	

	Grade
	

	Salary
	

	Hours of work 
	


3. Probation details
	Probation period:
	

	Name of probation advisor/PI:
	


4. Funding details
	Account number
	Description (e.g. core funded, NHS, EPSRC, MRC) 
	Percentage split
	End date of fixed funding (if applicable)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


5. Immigration status

	Does the Appointee Require a Certificate of Sponsorship?  
	Yes
	
	No
	

	If the appointee currently has limited (i.e. non-permanent) leave to remain in the UK (e.g. student visa, dependant visa etc):**

	What type of leave is it?**
	

	When does this expire?**
	(dd/mm/yyyy)


6. Disclosure and Barring Service (DBS) checks
	Does the appointee require a DBS check?
	Yes
	
	No
	

	Does the post involve direct/indirect contact with:**

	Vulnerable adults**
	Yes
	
	No
	

	Children**
	Yes
	
	No
	

	DBS check required for other reason (e.g. senior financial post). Please state:**



7. Work schedule 
(Please complete for all Part-time staff)

Please indicate the number of hours to be worked each day (excluding lunch breaks):
	Monday:
	             Hrs            Mins
	
	Saturday:
	          Hrs              Mins

	Tuesday:
	             Hrs            Mins
	
	Sunday:
	          Hrs              Mins

	Wednesday:
	             Hrs            Mins
	
	
	

	Thursday:
	             Hrs            Mins
	
	
	

	Friday:
	             Hrs            Mins
	
	
	


Alternatively, please tick here if the working hours are just to be split evenly over 5 days (M-F)

8. Fixed Term Contract Details (Please complete for fixed-term contracts only)

The University of Leeds is legally obliged to notify appointees why their post is being offered on a fixed-term as opposed to an ongoing basis.  Please select the applicable reason from the list below by ticking the appropriate box.
The reason will be included within the contract.

	Fixed term reason
	(

	
The role is funded by external grant income.
	

	
There is a need for temporary replacement cover. 
	

	
There is a temporary need for the input of a specialist practitioner. 
	

	
The post is providing a teaching role where the ongoing demand is uncertain. 
	

	
The post is for the sole purpose of completing a task or project with a specific end date. 
	

	
The post is a clearly defined fellowship or training post (e.g. KTP associate, Clinical Fellowship, Apprenticeship). 
	


Signatures

Signed:……………………………………………………..
Date:…………………………..

(Dean/ Head of School/ Service or Nominee)





Print Name:……………………………………………….
ENCLOSURES CHECKLIST, GUIDANCE NOTES AND FURTHER SUPPORT
1. Enclosures Checklist
Please ensure that the information on this form is entered onto the e-recruitment online system in order for Human Resources to issue the employment contract and set the new employee up on the SAP payroll system.  In addition, scanned copies of the following should be emailed to Human Resources 

· Proof of Right to Work in the UK – please provide copies of documents, which must be signed and dated to verify that your department has seen the originals.  
· References 
· Copies of qualification certificates etc as required.

In addition, the following paperwork must be uploaded onto the e-recruitment online system :
· Panel notes (Interview panel assessment forms, notes on candidates including reasons for non-appointment, interview panel minutes sheet)
· All notes from short listing
· Interview panel progress sheet (if used).
2. Guidance Notes

The Human Resources website contains further information which will help you to complete this form.
3. Further Support 
Should you require any further guidance, please contact your Faculty/ Service Human Resources Assistant.   
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