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UNIVERSITY OF LEEDS




NEW APPOINTMENT OF STAFF FORM – PART-TIME TEACHING STAFF EMPLOYED ON FRACTIONAL OR ANNUALISED HOUR EMPLOYMENT CONTRACTS
This form should be used to notify Human Resources of a new staff appointment of part-time teaching staff employed on fractional or annualised hour’s contracts.  Please complete the form in black ink or type and return to your Faculty Human Resources Assistant, along with the enclosures listed at the bottom of the form (section 10).
1. Appointee Personal Details

	Title:
	Surname/ Family Name:

	
	First Name(s):


2. Details of Appointment

	School/Service


	
	Job Title

	

	Job Reference
	
	Does this appointment require a Criminal Records check
	Yes/No

	Contract Start Date
	
	Contract End Date (if fixed-term)
	

	Probationary Period
	
	Name of Probation Adviser
	

	Cost Object


	
	
	


3. Salary Details

Please complete the appropriate section below, depending on whether the appointment is on a fractional or annualised hour basis

Fractional Contract

	Grade1

	
	Scale Point £
	£

	Number of hours to be worked per week
	
	Number of weeks to be worked
	

	Number of hours holiday entitlement per week
	
	Total weekly hours (including holiday entitlement)
	

	Total annual hours including holiday entitlement)
	
	Total Salary
	£

	Monthly salary instalments to commence

	
	Monthly salary instalments to end 
	


Annualised Hour Contract

	Grade1
	
	Scale Point £
	£

	Total hours to be worked
	
	Number of weeks to be worked
	

	Number of hours holiday entitlement
	
	Total number of hours (including holiday entitlement)
	

	Total Salary (including holiday entitlement)


	£
	Cost Object


	

	Monthly salary instalments to commence2
	
	Monthly salary instalments to end
	


4. Immigration Status

Does the Appointee Require a Work Permit/ Certificate of Sponsorship?  YES/ NO
If the appointee currently has limited (i.e. non-permanent) leave to remain in the UK (e.g. student visa, work permit dependant visa etc):
	What type of leave is it?
	

	When does this expire?
	(dd/mm/yyyy)


5. University of Leeds Teaching Award (ULTA-2)

(Please complete only for roles that include an element of teaching)

Please indicate whether the appointee is required to complete the University of Leeds Teaching Award: Professional Standard 2 (ULTA-2) by completing/ deleting the fields below.

	ULTA-2 To be completed?                                                                                             YES/NO

	Advanced standing may need to be discussed?                                                        YES/NO

	Expected start date on the ULTA-2                                                               September 2___

	Latest completion date of the ULTA-2                                                                  (Year) 2___

	Part time staff (below 0.5FTE): Discussion needed with SDDU?                             YES/NO


Further information on ULTA-2 can be found at http://www.leeds.ac.uk/sddu/lt/ulta/ulta2.html.

6. Fixed Term Contract Details
(Please complete this section for fixed-term contracts only)

The University of Leeds is legally obliged to notify appointees why their post is being offered on a fixed-term as opposed to a permanent basis.  In order to help Human Resources do this, please select the applicable reason(s) from the list below by ticking the appropriate box(es).
□     the post being a clearly defined training or career development position.
□
the need to provide temporary cover for a post holder who is temporarily absent.

(please indicate name of absent post holder if cover is for maternity leave)



□
the post being funded through an external research development or other grant. 

□
the post being part of a training programme that has been extended for a limited period.

□
the post being wholly or mainly concerned with a specific business or academic activity which the University has decided will cease.

□
the post requiring specialist skills for a limited period or is to accomplish a particular task or project for a limited period.

□
the post being a secondment.
□
the post is to provide teaching in an academic subject where the student or other business demand can be clearly demonstrated as particularly uncertain over and above that of generally accepted fluctuations over time.
 
□
the post is dependent on student numbers on programmes set by outside agencies (for example the Teacher Training Agency (TTA)).3
□
Other exceptional circumstances which justify use of a fixed-term contract.
(please state)______________
7. Work Schedule (for Part-time staff only)
Please indicate the number of hours to be worked each day (excluding lunch breaks):

	Monday:
	             Hrs            Mins

	Tuesday:
	             Hrs            Mins

	Wednesday:
	             Hrs            Mins

	Thursday:
	             Hrs            Mins

	Friday:
	             Hrs            Mins



Alternatively, please tick here if the working hours are just to be split evenly over 5 days

8. Additional Details

If there is any additional information to be included in the contract (e.g. term-time only) please state it here 
9. Signatures
This completed form should now be signed to formally authorise Human Resources to process the new appointment.  Please also provide contact details, as requested below.
Confirmation of Appointment


Signed:




  Date:


(Dean/ Head of School
/ Service or Nominee)



Print Name:








10. Enclosures Checklist
Please ensure that, in addition to this completed and signed form, you submit the following documents to Human Resources.
□
Application Form (as completed by the appointee).
□
Curriculum Vitae 
□
Job Description and Person Specification
□
Proof of Funding (please attach confirmation letter/ email) – not applicable to Faculty of Medicine & Health Appointments.
□
Proof of Right to Work in the UK – please provide copies of documents, which must be signed and dated to verify that your department has seen the originals.  Further guidance is available in section 13, below.
□
References (if available)
11. Departmental Recruitment Records
Please note, you should keep a record to show the number of candidates interviewed for this post (along with their application forms), stating who was appointable/ not appointable and the appropriate reasons.  These records should be kept in a secure file for 9 months before being disposed of in confidential waste.
12. Contact Details

Please provide details of whom HR should contact should they have any queries regarding the information provided in this form:

Name:  


 

   


Extension No: 



13. Guidance Notes
This section contains some further information which can help you to complete the new appointment of staff form:

Grade and Salary Details
A copy of the current University of Leeds Salary Scale is available at:

www.leeds.ac.uk/hr/progression/index.htm
Probation Details
Further guidance on the University of Leeds probationary procedures can be found at: http://www.hr.leeds.ac.uk/policies/UploadedFiles/Probation.doc
Fixed-Term Contracts

Further guidance on the use of fixed-term contracts is available at:

www.leeds.ac.uk/hr/policy/documents/fixedtermcontract.doc
Proof of Right to Work in the UK
Further guidance on the provision of the relevant documentation is available at:
http://www.hr.leeds.ac.uk/policies/UploadedFiles/ImmigrationAsylumNationalityAct2006.doc 
14. Further Support
Should you require any further guidance in completing this form, please contact your Faculty/ Service Human Resources Manager/Officer.  Contact details can be found at http://www.hr.leeds.ac.uk/contacts






� Teaching Assistant – Grade 6


   Tutor – Grade 7


    Example generic job descriptions can be found at http://www.leeds.ac.uk/hr/progression/index.htm  





� Salary payments can either be made in 12 equal instalments or over 8 months during the teaching period








� Objective justification applies to Teaching Assistants and Tutors only as agreed under the arrangements for part-time and hourly paid teaching staff.
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