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Incomplete information could result in an unnecessary delay in your appointee receiving their contract letter – please contact HR Admin and Recruitment team/HRBP for assistance
	eSR1 No: 

                       
	Vacancy ref:

                           
	College / Service: 

                                  

	Terms on which employed:
	Academic staff (except Lecturers (Education and Research) who are subject to PDP)  
Support staff 

	Appointment of (post title)
	      

	Name of appointee
	     

	Date of commencement
	     

	Duration (state length & end date if fixed term)
	Permanent


	Fixed Term


	If fixed-term, please state: 

	
	
	
	Length:      
	End date:      

	Full-time or part-time
	Full-Time     


	Part-Time    

	If part-time:           

Hours:      FTE:      
	If term-time:

Working Weeks:      

	Salary/Point on grade
	£           per annum
	Grade      
	Point      

	If appointing above the bottom point of scale (following discussions with your HR Business Partner), please give reasons relating to competence against the role profile/job description
	     

	Allowances / additional payments / deductions
	£              per annum
	Name of allowance:      

	Relocation Allowance (Grade E and above only)
	Standard 
	OR Other amount:   £             

	Working Pattern:  (show work hours excluding breaks)     
Week 1

Week 2
	 Standard 36.5 hour week worked Monday to Friday

Or please complete the table below:

	
	Mon

     
	Tue

     
	Wed

     
	Thu

     
	Fri

     
	Sat

     
	Sun

     
	Total Pay Hrs

     

	
	     
	     
	     
	     
	     
	     
	     
	     

	Place of work and location of post
	     

	Name of line manager
	     
	Name of Registered Induction Facilitator
	     

	Appointment has been verbally offered subject to (please tick):  Certificate of Sponsorship (CoS)     /   reference checks     / Criminal Records Bureau / Driving clearance .  All appointments will be offered subject to medical checks.

	If CoS is required, please advise cost/detail code 
	1-
	 
	 
	 
	 
	 
	 
	 
	 
	-
	 
	 
	 
	 
	 

	For appointments in the ‘Education and Research’ and ‘Research job families, REF Unit of Assessment. This will be verified annually by RKT

	Campus Services, Operations Units – grades A-B posts either:

 Medical health form has been issued to employee for completion and return; or

 Medical health form has been received back from employee and is attached to this form.


	Authorising signatories - this appointment has been made in accordance with the University’s recruitment standards.

	Chair of Selection Panel
	     
Print Name
	Signature
	Date
	     

	Please return to Human Resources immediately after the interview together with the PD61 & PD63 workbook.
Please attach application form/CV and references for Education and Scholarship job family appointments


	For HR use only:

	HRADM
	Collate information and pass to HRBP with Advert/FPs  PD61/PD63 

	HRBP
	Approved and checked against approved SR1 ……………. (initials)

HERA ID ………… Score ………….. Date ………………..
 Does the appointee hold an honorary title with the UoE?

	HRADM
	Check if appointee has continuous service with TSB 
Ensure working pattern is completed for part-time and term time starters.


Combined Appointment Form


(for all staff other than Lecturers (Education & Research) subject to PDP and Exeter based PCMD staff)





PD02


Combined 
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