HR Approval Guidance (all approvals except promotions)
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1. Accessing the approval request

Once a Hiring Manager has submitted a request, it is sent to HR for approval.

You will receive an email like the one below:

Please click on the following link to view the details of the request and to make your decision.
https://eur03 safelinks protection. outlook.com/?url=https%3A%2F%2Fleeds stonefish co uk¥2FVR%2FRequest. aspx¥% 3Frequestid®

! 30661 &amp;data=05%7C01%7CC Baillif%40leeds ac uk% 7Calc8d571b14740d43485c¢08da 38d3bbleX 7Cbdeaedal8c81d45¢ce863e5232a535b 7cb% 7C1%
7C0%7C637884779263568606% 7CUnknown% 7CTWFpbGZsb3dBey IWiioiMCawlL JAWMDAILCIQI0iV2IuMziLCIBTil6 Ik 1 haWwil CIXVCISMn0%3D%7C3000%
1C%7CK 7CRamp sdata=GeXWKppFycz ThekmHHpq3E TEEY3S 3IXR2gAOF 7YUZtwHIDE&amp reserved=0

Human Resources
University of Leeds

By clicking on the link contained in the
email, you will be taken straight to the
progress tab of the staff request.

Please approve or reject the reques|

|Pf097955 Request Details | Notes

Stage Name Result Date
Request Submitted Submitted 15/06/2022 11:54
HR Approval Awaiting Decision  Send Message
Cecile Baillif
& All| Current | None

\

You will be able to see that there is an
approval pending. To open up the form,
click Next.

2. Checking/Amending the form
The whole completed form will appear, you can check each section:

FacubyiSarvice: Facuby of Biological Sciences v

stsamans S gy . Check that the Hiring Manager has put
Section Schuol of Siolagy ~ |

o~ e ' / the correct information in the form
o ErTe e =

S b ' NOTE: You have the ability to make
L changes to the form at this point*

Cument Salary

Cunrent FTE

Mew ot n Plan I the recquest new bo plan o in plan:
Hew 10 Plan & in Plan

Check the Business case is correct

/ NOTE: You have the ability to make

changes to the form at this point *

Business Case

£
H

*You have the option to make changes and approve the form, or you can reject the form, noting the changes
to be made by the hiring manager. If you reject the form it will be sent back to the hiring manager. You can
add any notes to the notes section (shown below).



3. HR Approval details

The HR Approval section will sit underneath the Business case: .
Is the request type appropriate?

HR Approval NOTE: If the request type is not

Request Type Appropriate: @ ® Yes O No <— appropriate, select ‘No’. The form
cannot be progressed any further, you
must reject the request and leave a note
on the next page explaining why.

HR Approval

Request Type Appropriate: ®@ ®Yes ONo Does the role require any

Weights/Market Supplement: weights/Market supplements? If yes

[J Market Supplement
/ then tick the appropriate boxes.

U Salary Supplement NOTE: you can tick multiple boxes if
(] London Weighting required.

[J Relocation Package

HR Approval .
If you tick one or more of these boxes

Request Type Appropriate: ® @®Yes ONo
Weights/Market Supplement 1 Market Supplement * __ you W”l be required to glve detalls in
8 Salary Supplement the box that appears below.

[T London Weighting

[ Relocation Package

Details: Please give details of the weights/market selected above:
»
Is the Contract type appropriate?
R T NOTE: If the Contract type is not
Request Type Appropriate: @ @ Yes ONo appropriate, select No. The form cannot
Weights/Market Supplement: % Market Supplement be progressed any further, you must

reject the request and leave a note on

Salary Supplement
the next page explaining why.

[J London Weighting

[J Relocation Package

Details: Please give details of the weights/| et supplements select

Is UEG lead approval required? If you
select Yes the form will progress to

/ further levels of approval.

Contract Type Appropriate: ® OYes ONo ‘// Is DVC sign off required? If you select

UEG-lead Approval Required: OYes ONo Yes the form will progress to further

DVC Sign Off Required: OYes ONo levels of approval.

UKVI Sponsarship Unavailable: OYes ONo < |5 UKVI sponsorship unavailable? Select

Place on Fiedep'yv OYes ONo the correct option.

Place on Redeployment? Select if you would like the job
advert to go on redeployment.




3.1 Placing on Redeployment:

Contract Type Appropriate: @ @®@ves ONo If you select yes you will be prompted to

UEG-lead Approval Required: ® Yes O No state if the role is to be advertised
concurrently.

DVC Sign Off Required: ® Yes ONo
~ Select the correct option. If you select
UKV Sponsorship Unavailable: @ Yes C

no you can move on to the next part of

Place on Redeployment: ® Yes O No / the form
® No

Advertise Concurrently: O Yes

Place on Redeployment: ®Yes ONo If you select yes for concurrent
advertising you will be prompted to
select a reason from the drop down
menu.

Advertise Concurrently: @ Yes ONo

Concurrency Reason:

London based post
3 or more of the same posts vacant at the same time
Re-adverts within 3 months

Tutor posts where the posts are less than 10%
Other

Confirm Grade:

ECC Role Code:

-y [ Y p—

NOTE: If your Concurrency Reason does not fit into any of the drop down reasons, you must select Other and
state the details (see below).

If you are unsure about the reason, please speak to your Head of HR before submitting your approval. The
form can be rejected at Head of HR approval stage, if the reason is not appropriate.

Place on Redeployment: ®vYes ONo f | h h ”
Advertise Concurrently: ®Yes ONo I you select the reason other you wi
Concurrency Reason: [ Other v] be prompted to fill in the details box

Detals: // that appears below.

NOTE: If you select the reason other this will automatically require a Head of HR approval before the request can be
confirmed.

3.2 Not Placing on Redeployment

Place on Redeployment: OYes ®No \ If you are not placing the role on
- Redeployment, select no.

Reason:

Grade 10 post You will be prompted to select a reason

. Grade 9 academic post N
Confirm Grade:
oniirm fsrace Grade 9 non academic post from the drop down menu.
ECC Role Code: Clinical post
Partnership arrangement
| << Previous | | Next >> | Marie Curie fellow
Other

NOTE: If your Redeployment reason does not fit into any of the drop down reasons, you must select Other and
state the details (see below). If you are unsure about the reason, please speak to your Head of HR before
submitting your approval. The form can be rejected at Head of HR approval stage if the reason is not appropriate.



Place on Redeployment: OYes ®No If you select the reason Other you will
Reason- [Other v] / be prompted to fill in the details box

Details: - that appears below.

NOTE: If you select the reason Other this will automatically require a Head of HR approval before the
request can be confirmed.

4. Confirm Grade

Gradin . .
- You will be prompted to confirm the
Confirm Grade: -—
grade of the role. You can select the
ECC Role Code: ]

grade from the drop down menu.

<< Pravious | | Next ==

NOTE: If you select a grade different

cme e et s oo g s o from the one in the original request, this

ECC Role Code 1 message will appear. It is advised that
you speak to the Recruiting manager at
this point.

Insert the ECC role code

Confirm Grade:
ECC Role Code: 12345

<< Pravious Next »>

Click on Next to move on to the next part of the form

5. Job Advert

Once you click Next the job advert will appear. You will be able to view and amend if necessary.

Progress | Request Details | Job Advert ["Selaction Criteria | Notes /

Some text about what should be in an advert here

Qverview of the Rale: 1B UEX x? An~ qf=vi=ri=~ = o @ o« BB Q — @ A B 2 ¢ —
Advert Details

Main Duties and r ; P 2 e = .
1B i U&xx An~ f~-F-i=E-i=-- = oRoB Q-8BEA OO

Responsibilities:

Once you have reviewed/amended click Next at the bottom of the screen and the selection criteria will
appear. You will be able to review and amend if necessary.



6. Selection Criteria

f . P
Progress | Request Details | Job Advert | Selection Criteria ["Notes

Some text about what should be in the selection criteria here

1. Type: Selection Criteria is:
= | ® Essential O Desirable
o Deltaills:
Criteria
Add: | Selection Criteria | [ Remove Empty tems |

< Previous \

Once you have reviewed/amended, click Next to move on with the form.

7. Notes and Approval

0152-22 - Lecturer @ f‘D ’B ’@ ’@

Messaging Save Witheraw £pprove Reject
Please approve or reject the request
Progress | Request Details | Job Advert | Selection Criteria i Notes /
~
Use the notes section to record why you You can now approve or reject the form by clickjrg on

have not approved the request these icons
You can also use this section to add any It is also recommended that you save t

other notes you may wish to. . .
NOTE: you can save the form at any point during the

process to return to it at a later date.
If the form is approved it will be sent on to the next stage of approval (Research Finance/Finance).
If the form is rejected, it will be sent back to the Hiring Manager.
Please note, HR can amend any details on the forms, at any stage.

The form will also return to HR at the end of the process; changes can be made to adverts/JDs up to the
point of a role going live.



