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APPOINTMENT FORM FOR ACADEMIC FACULTY
To be sent to; HR Division by email (HR Business Services Administrative Team) and please copy in recruitmentadministration@sussex.ac.uk   
Name of Recruiting Manager:…………………………………………………                                      

The Appointing Committee for Post Ref No:_________ recommends that an offer of appointment should be made as follows:

	School/Professional Services Division:
	

	Department:


	

	Post Title:
	

	Appointee Name and Candidate number:
	

	Name of Line Manager:
This must be a Sussex University staff member for MyView purposes.
	

	Name of Direct Line reports: (if applicable)


	

	Is this a direct replacement, if so who are they replacing? (insert name):

The new staff member will then be placed in this post so that the reporting structures are maintained.
	

	Is this a New post? If so please list the Names and Job Titles of the staff that should report to this post:
	

	Reason for Selection of Appointed Candidate (based on Person Specification criteria)


	

	Please indicate if any of this work will be overseas, either initially or for the duration:

It is the expectation of the University that our staff all work from the UK. Therefore, it will require HR and Finance advice on tax compliance and employment rights, and you should have the approval of your Head of School or Professional Services Director. Please see: https://www.sussex.ac.uk/finance/how/taxation/global-mobility for more information.
	

	Contract:


	Indefinite/Fixed Term or Secondment (Delete as appropriate) 

	Lecturer Posts Only: 

If you are uncertain please contact your HR Business Partner to discuss
	Education & Scholarship/Education & Research (Delete as appropriate)


	Full Time (37.5 hours)

If Yes, will they be working compressed hours?:
	Yes/No

Yes/No

If Yes, you can provide a working pattern below.

	Part Time, please provide number of hours/FTE per week:
	

	If Part Time or Compressed hours you can provide a weekly working pattern here, in hrs and mins, excluding breaks, this must add up to their weekly hours:

This information is requested to assist the staff member when booking holiday on MyView, however they will be able to manually input their hours if the working pattern is not known or varies each week.;


	Monday:       X hours per day

Tuesday:      X hours per day

Wednesday: X hours per day

Thursday:     X hours per day

Friday:          X hours per day



	Start Date:
	

	End Date:

Fixed term or Secondment Only
	

	Salary (in £’s as agreed with the budget holder):
Expectation is that a new starter is appointed at the bottom point of the grade. No offer, verbal or in writing, (where the offer is above the bottom point of the grade) should be made by recruiting managers prior to approval from HR via a justification process and your finance business partner. We will need in writing confirmation from line managers that base point salary was offered initially.
 *Please note Education & Scholarship & Education & Research Lecturer salary can start at point 7.4 or above.

	

	Grade and spinal point:
	

	Campus address:
	

	Time & Location on start date:  (Please allow time for them to contact HR first at 9am if they have not already shown their right to work documents) 
	

	I, as the recruiting manager confirm that the appointed individual will not work for the University until all Right To Work Checks have been completed by the HR Department and I have received confirmation that this has been done.

Signature of Recruiting Manager :


	

	Period of probation for Academic Faculty is 3 years.  

The University would like all Lecturers to have completed the PGCERTHE. *Successful completion of probation will require either a PGCERT HE or if they have 3 years consecutive HE teaching experience in a substantive faculty role they can alternatively apply for HEA Fellowship if approved by the HoS.  If the HoS would like the candidate to have the HEA option, please answer the question below, otherwise leave blank.



	Do they have at least three years relevant teaching experience?
	Yes/No 
(Delete as appropriate)

	Appointing Committee Member Names:
	


NEXT STEPS:

· Please ensure that all interviewees have now been notified of the outcome by a member of the interview panel. 

· Please return this form by email to your HR Business Services Coordinator HR Business Services Administrative Team  together with the completed occupational health questionnaire on page 3 and a copy of the appointee’s application form.
· Please also upload all notes made during the shortlisting and interview process on to the BOX file with the application forms. The certificate of sponsorship (CoS) for any sponsored candidates cannot be issued until we receive these notes together with the Resident Labour Market Test form.

· *Staff members on an FTC for less than two years will be advised to apply for membership of the HEA so that they meet the probation criteria if their FTC is extended.

HEALTH QUESTIONNAIRE: (to be completed by the recruiting manager for new positions)

Please indicate which of the following work risks / hazards apply to the post to enable Occupational Health to assess health screening requirements:
	This job involves:
	
	
	
	

	Work pattern
	
	Work environment
	

	Regular night work
	Y/N
	
	Aggressive/challenging behaviour
	Y/N

	Shift work
	Y/N
	
	Blood/bodily fluids
	Y/N

	Unsocial hours
	Y/N
	
	Chemicals
	Y/N

	
	
	
	Contact with animals
	Y/N

	Occupational driving
	
	Dust
	Y/N

	Light service vehicle
	Y/N
	
	Freezer temperatures
	Y/N

	PSV/Minibus/LGV/HGV
	Y/N
	
	Fumes
	Y/N

	Ground maintenance equipment 
	Y/N
	
	Invertebrate venoms (insect bites)
	Y/N

	Cat D or equivalent
	Y/N
	
	Pests & diseases (plants, animal husbandry)
	Y/N

	Car user
	Y/N
	
	Plant toxins
	Y/N

	Fork lift truck
	Y/N
	
	Scabies
	Y/N

	
	
	
	Tetanus
	Y/N

	Special Requirements
	
	Noise
	Y/N

	Work needing hearing protection
	Y/N
	
	Traffic
	Y/N

	Food handler
	Y/N
	
	Tuberculosis
	Y/N

	Colour vision
	
	
	Vertebrate venoms (e.g. snake bite)
	Y/N

	Good long sight vision
	Y/N
	
	Vibration/Vibrating machinery
	Y/N

	Working alone (isolated)
	Y/N
	
	Weather/outdoors (inc sun exposure)
	Y/N

	Working alone (contact with others)
	Y/N
	
	Working on uneven ground
	Y/N

	Working with children/students/ vulnerable adults
	Y/N
	
	Sewage/waste
	Y/N

	Health care worker (Social Patient Contact)
	Y/N
	
	Asbestos
	Y/N

	Health care worker (exposure to bodily fluids)
	Y/N
	
	Biological agents hazard level 2
	Y/N

	Undertaking exposure prone procedures.
	Y/N
	
	
	

	Physical demands
	
	
	
	

	Display screen equipment
	Y/N
	
	
	

	Physically active
	Y/N
	
	
	

	Prolonged standing
	Y/N
	
	
	

	Regular lifting
	Y/N
	
	
	

	Regular bending
	Y/N
	
	
	

	Sedentary
	Y/N
	
	
	

	Working at heights
	Y/N
	
	
	

	Working in confined spaces
	Y/N
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