Staff Requests - HR Approval Guidance — Promotions

1. Accessing the approval request

Once a Hiring Manager has submitted the 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.outiook.com/?uri=https % 3A%2F¥%2Fleeds stonefish co ukH2FVR%2FRequest. aspx%3Frequestid®%

| 30661&amp;data=05%7C01%7CC Baillif%40leeds. ac. uk%7CafcB8d571b14740d3485c08da38d3bb1e% 7Cbdeaedaldc81d45ce863€5232a535b7cb% 7C1%
7C0%7C637884779263568606%7CUnknown%7CTWFpbGZsb3dBey /WijoiMCAwLAwMDAILCIQI0iV2IuMzILCIBTil6Ik1 haWwil CIXVCIEMn0%3D% 7C3000%
7C%7C% 7CRamp sdata=GeXWKppFycz ThvckmHHpq3E T6EY3SIXR2gAOF 7YUZtwXIDE&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.

Pleasze approve or reject the

|p’°Q’955 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 a HR
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.

’—‘pmgmss Request Details ’—‘Nms

Requested by Stephanie Corbett
Submitted: 2310612022 13:44
Request Type: Promotion Request

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

Faculty/Service: [Facutty of Biological Sciences ]

Schoolllnstitute [School of Biology v

Sactin

HR Officer | Cecile Bailif (percha / ¢ Bailli@leeds.ac.uk) i Check that the Hiring Manager has
Finance Manager. | Kelly Brook (wsdkbr / K L Brook@leeds.ac.uk) -

L S——— ©ves ONo \ put the correct information in the
Employee Name: [Gos ] [Bloges | fO rm

Employee Job Tite: [Administrator

i Check the promotions

Current Spine Point

GorentSelry 20600 information.

Current FTE [lo e

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

NOTE: You have the ability to make

[Promotion . .

New Grade: changes to the form at this point.*
New Spine: 19~

Salary: 24871

Acting Up: Currently Acting up/additional pay:

OYes ®No



Check the Business case is correct

—

el NOTE: You have the ability to make
changes to the form at this point. *

*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?
NOTE: If the request type is not appropriate, select No. You can leave a note on the next page explaining why.

HR Approval

Request Type Appropriate OYes ONo

UEG-lead Approval Required OYes ONo

DVC Sign Off Required \Oves ONe \

Is DVC si " ired? Is UEG lead approval required?
s sign off required? )
g 9 If you select Yes the form will

If you select Yes the form

. progress to further levels of
will progress to further

approval.

levels of approval.

4. Confirm Grade

Confirm Grade
Please make sure you have had a col ation with the Recruiting Manager about the grade
ECC Role Code 1
e
You will be prompted to confirm the
. rade of the role. You can select the
Click on Next to move g
Insert the ECC role code. grade from the drop down menu.
on to the next part of

the form.

7. Notes and Approval

Use the notes section to record why you have not approved the request.

You can also use this section to add any other notes you may wish to.

0135-22 - Joe Bloggs, Administrator - Promotion Request B ,@

)

Messaging Save Withdraw Approve
Please approve or reject the request

Progress | Request Details N‘“ES‘

Reject

You can now approve or
reject the form by clicking
on these icons. It is also
recommended that you

y save the form.
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