Promotions 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 cookles 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

X Click on the Staff
Staff Requests  <— 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 Admin Loo ff Beth Lintin (medblf)
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 | Promation 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 Frinratinn Qandicra laseira lnnae Finanra Annroval NUNIIIN2T 12-41

To start a new request, cickon

@ «—the Create New icon at the top
Create New right of the screen.

Please select the type of request you wish to make:
Resourcing Requests

Resource needed to deliver a role or activity,

When the dialogue box with Act Up/Additional Responsibilties

several choices of form appear, Change to existing arrangement
select Promotion (Resourcing Promotion (Resourcing Request)
Request) from the list. Promotions

Academic Promotion Application

Academic Promotion Appeal

The form will be created and appear:

Online Staff Request Form

Request Type: Prometion Request

Please refer to guidance to ensure request is in line with promotion policy and criteria

NOTE: When the form appears, a message will prompt you to read the Promotion Policy and Criteria, before
progressing any further. If you have any queries, please contact your local HR team in the first instance.


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

2. Promotion Request

2.1 Faculty/Service detail

Request Type: Promotion Request

Please refer to guidance to ensure request is in line with promotion policy and criteria

Faculty/Service: v

School/lnstitute:

Select the correct Faculty/Service, from

External - not a University role the drop down menu.
Section Facilities Directorate

Faculty of Arts, Humanities & Cultures
HR Officer: Faculty of Biological Sciences o ‘

Faculty of Business ‘/

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 €
e Student Education Service

Teaching Excellence and Innovation

nline Staff Request Form

equest Type Promotion Request

Please refer to guidance to ensure request is in line with promotion policy and criteria

aculty/Service: |Faculty of Biological Sciences ~|

chool/lnstitute:

ection

Astbury Centre

Biological Sciences Faculty Offices
K= Central Biomedical Services
School of Biology
School of Biomedical Sciences

inance Manager:

i School of Molecular & Cellular Biology
pi=nagcnpe School of Molecular & Cellular Biology / Astbury Centre for Structural Molecular Biology
mnlovee Name: Farename T TSirmama T
Faculty/Service: (@ [Faculty of Arts, Humanities & Cultures v |
School/Institute: @ [Schooal of Desiifqn

Section: School of Design v

Online Staff Request Form

Request Type: Promation Request

Please refer to guidance to ensure request is in line with promotion policy and crite

Faculty/Service: | Faculty of Biological Sciences ~ ‘

School/lnstitute [(Schoal of Biology
Section Schoal of Biology v

HR Officer | Select approving HR officer |

Finance Manager. | Select approving finance officer

Select the correct School/Institute
from the drop down menu.

The Section will
automatically
populate.

NOTE: if this does
not happen please
select the correct
section.

Select the HR Officer for the
Faculty/Service (options will appear in
the drop down menu).

Select the Finance Manager for the
Faculty/Service (Options will appear in
the drop down menu).

NOTE: these boxes are greyed out, but they are required fields. If you’re unsure of what to

enter, please contact your local HR team in the first instance.

2.2 Staff Details

Request Type: Promotion Request

Please refer to guidance to ensure request is in line with promotion policy and cr

Faculty/Service: |Faculty of Biological Sciences v‘

Schoollnstitute: |Schnnl of Biology

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

Section School of Biology v
HR Officer. | Cecile Baillif (percba / C.Baillif@leeds.ac.uk) -
)|

E&I Training Complete: ®Yes O No /

Employee Name [Forename | [Suname e ]
Employee ID: | |

Employee Job Title: I

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



Employee Name: [Joe | [Bloggs

Employee ID: [12345 |
Employee Job Title: [Administrator Select the Employee's current grade
Current Grade:

from the drop down menu.
Current FTE:

New or in Plan:

New Grade:
Acting Up: pay-
Employee Name: |Joe | Bloggs
e s [pdministator Insert the Employee’s current Spine
Curnt Grade .
" Point from the drop down menu.
Current Spine Point: <4
Current FTE: o B

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

12 rtoPlan Oln Plan

Promotion

Fmployee Name: [Lee | [Blogge | Once you have selected the Employee’s
Employee ID: [12345 ] R . )
Employes Job Tile (o current Grade and Spine point, their
PR — salary will automatically populate.

Current Spine Point: 14~

. - Enter the Employee’s current FTE.

Current FTE: I I% <+

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

Newio Plen () in Plan \

Select whether the request is New to plan or In plan.
2.3 Promotion Details

Promotion

New Grade: Grade 5 Select the Employee’s New Grade.
New Spine: Grade 2
Grade 3
Salary:
. Grade 4
Acting Up: pay.
Grade 6
Grade 7 /
Business Case Grade 8
Grade §
Grade 10
New Grade: [Grade 5
New Spine: 1; 4 Select the Employee’s New Spine Point.
Salary: 13

Acting Up:

Business Case




Once you have selected the Employee’s

New Grade: [Grade 5 v] New Grade and Spine point, their new
New Spine: salary will automatically populate.
Salary: 23487

If the Employee is not currently Acting

Acting Up: Currently Acting up/additional pay: up select No and move on with the
OYes ® No !

form.
New Grade: [Grade 5 v] If the Employee is currently Acting up,
New Spine: select Yes.
Salary: 23487 , .
Enter the Employee’s current Acting up
Acting Up: Currentl up/additional pay:

® V€0 No / Grade and Spine Point.

Acting Up Grade: ( <« v Select if the Acting up will or won’t
Acting Up Spine: / continue.
Acting Up Continuing: OYes O No

2.4 Business Case/Submission

Business Case

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 - Promotion R st

Please fix the following errors before you continue:
- Select an acting up grade [Go To Error]
- Select if act up continuing [Go To Error]

Online Staff Request Form

Request Type: Promotion Request

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



3. 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

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.

. . )
My Recruitment & Promotions co
My Details

Q Jobs @ Redeployment

Advanced Search Redeployment Details

Search Jobs Redeployment Jobs

labs by Email

Jobs by RSS

[ staff Requests &R Vacancy Management 8 System Administration

New Request Search Jobs Go

Search Requests Go Search Applications Go 3

Your main Staff Requests dashboard will then open. Select the Promotions (Resourcing) tab.

<
&4

Resoue Aequesls | Change Reguesty | Fromodons [Re 1 Araderws Prosofons. Promoton Appeas | Regusnng b Casation (104

o N PYOgRes v

[ ] Sl el Jobr T Enames Lt Uil

OF-23 Fingrcs Apgrira CROI0E 1551
[ ) iR Aol TTOATOED 1245
Y 153 e trvcal THVIIOTT 1M
OI-I2 Hift Aol TIALIED B0ET

You can see where each of your
You can see if there are any requests requests is in the process.
that require your action.

You can see all saved drafts.



