
NEW APPOINTMENT FORM
MANAGER/RECRUITMENT ADMINISTRATOR TO COMPLETE
	Vacancy Reference No.:      
	Grade:      
	Occupancy Type (MHS only): 
	Post  Number (HR to complete) :      


	Full Name of Appointee:      

	Date of Birth:      
	Currently University Staff?:  FORMDROPDOWN 


	Period of Appointment: From      To     

	Probationary Period:      
	Research Passport required? (for research posts where applicable):   FORMDROPDOWN 


	Hours Per Week:      

	Grade:      
	Spine Point*:      

	Line manager:     
	Supervisor (if applicable):      
	Mentor (for academic posts where subject to probation):      


*NB If the point is not the first point on the scale, and you cannot provide evidence of previous salary to justify this, please provide justification below and seek necessary approval.
	Justification:      


	I have sought satisfactory references:  FORMDROPDOWN 


	Physical location of role (building):      


Please indicate (X) in the box if the role will involve any of the following.
	None listed


	 FORMCHECKBOX 

	Driving University vehicles
	 FORMCHECKBOX 

	Food handling
	 FORMCHECKBOX 


	Working in a noisy environment
	 FORMCHECKBOX 

	Manual handling


	 FORMCHECKBOX 

	Working at height
	 FORMCHECKBOX 


	Regular use of a computer (DSE)


	 FORMCHECKBOX 

	Regular night work
	 FORMCHECKBOX 

	Classified radiation work
	 FORMCHECKBOX 


	Clinical work


	 FORMCHECKBOX 

	Animal work
	 FORMCHECKBOX 

	Working with lasers
	 FORMCHECKBOX 


	Lab work: chemicals


	 FORMCHECKBOX 

	Lab work: biological agents
	 FORMCHECKBOX 

	Lab work:  organisms genetically modified 
	 FORMCHECKBOX 



Please ensure that all sections of the form have been completed prior to authorisation.  All authorisations must be sought before forwarding to HR.  Incomplete documentation will lead to a delay in processing.

Interview Chair Approval

	Print name:
	     
	Signature:
	     
	Date:
	     


School/Division Approval
	Print name:
	     
	Signature:
	     
	Date:
	     


SECTION C
HR TO COMPLETE

	Is permission to work required?      

	Detail: 


