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1. Introduction

1.1 Overview of recruitment-related systems and Web Recruitment Releases 1 -3

The recruitment process begins with the identification and definition of a vacancy. This includes
developing or updating the PD33 or role description and, for new academic-related and assistant staff
vacancies, the grading of the post. Posts which are graded are set up in CHRIS (the HR and Payroll
System) by the Grading team in the HR Division.

The new Recruitment Administration System (RAS) is then used to:
¢ Find the details of a vacancy which exists in CHRIS (posts which have been graded or are
being refilled); or
o Enter the vacancy details for a new academic or research post (these are not individually
graded so have not already been set up in CHRIS at this point).

Permission to fill a vacancy is then requested and granted in RAS.

In most cases, the vacancy should be advertised. Once all required permissions for a vacancy have
been obtained, RAS can be used to place an advert on the University’s Job Opportunities pages and
to send to external media for publication.

In RAS, a department/institution records whether or not they will be inviting online job applications via
the Web Recruitment System. Where the Web Recruitment System is to be used, RAS will:
¢ Insert an ‘Apply online’ button on the advert for the vacancy on the Job Opportunities pages;
¢ Insert a URL in external adverts for the vacancy, which routes to the relevant advert on Job
Opportunities.

The Web Recruitment System can then be used to receive and process applications received.

The first release of the Web Recruitment System focused on:

Allowing applicants to apply online via the University Job Opportunities pages;
Automatically acknowledging applications;

Allowing recruiters to view, email and print applications;

Allowing recruiters/administrators to manage and record the results of the selection process;
and

e Transferring the successful applicant(s) into the CHRIS Recruitment Module.

The second release of the Web Recruitment System focused on:
¢ Allowing applicants to copy personal details, qualifications and employment history from a
previous application;
o Allowing recruiters to generate rejection emails and letters to applicants;
Allowing recruiters to generate reference request emails and letters;
¢ Allowing referees to upload their reference into the system after a reference request email has
been sent to them.

The third release of the Web Recruitment System focused on:
e Allowing recruiters to generate an email to the successful applicant where they need to provide
information for a Tier 2 Certificate of Sponsorship;

Copyright © 2015 University of Cambridge Last Modified: February 2015 Page 2



Web Recruitment System — Managing Offers

1.2

Allowing applicants to log back into their Web Recruitment account to enter the additional Tier
2 CoS information and upload supporting documents;

Allowing recruiters to download the applicant details required for a Tier 2 CoS so that it can be
attached to the rest of the CoS application for submission to HR;

Automated marking of an application as eligible for purging 12 months after the vacancy closes
(including extended deletion dates for those vacancies where CoS retention policies apply);
Allowing super-users to mark a vacancy as a purging exception;

Automated deletion of unsubmitted applications two months after the vacancy closing date;
Retaining anonymised data for future trend analysis and management reporting;

Allowing applicants to enter basic disclosure information when a vacancy has a basic
disclosure check selected within new RAS;

Generating reports of applicant information from within Web Recruitment and export results to
Excel; and

Adding bookmarks to the application pack PDF, allowing recruiters to navigate around more
easily between applicants and documents.

Release 4 overview

Release 4 focuses on:

Removing the need for vacancy administrators in departments/institutions to use the CHRIS
Recruitment Module and CHRIS/10A form for the majority of appointments and replacing these
with the following actions doing the following within Web Recruitment:

o Recording details about the offer and appointment within a new Offers section;

o Uploading supporting documents for an appointment (and Tier 2 Certificate of
Sponsorship application, if required); and
o Submitting an electronic Appointment Request to the HR New Appointment team.

Pre-filling the Offers section with details about the applicant (from their online application form)
and the position (from CHRIS);

Allowing vacancy administrators to generate an offer letter to the successful candidate using
details that they have entered into the system or upload an offer letter they have created
outside of the system;

Allowing vacancy administrators to download a cover sheet for any supporting documents
being sent to the HR New Appointment Team outside of the system;

Recording details of how and when offer letters were sent to the successful candidate;
Storing and accessing offer letter history;

Allowing the New Appointment Team to receive and view appointment requests online within a
new HR Processing section of the system; and

Allowing the New Appointments team to transfer details of the applicant and appointment into
the CHRIS Recruitment Module.

Departments/institutions should request appointments via Web Recruitment wherever possible and the
New Appointment team will transfer successful applicants to CHRIS using their screens within the
system. The supporting documents cover sheet can then be downloaded and attached to supporting
documents and returned to the HR New Appointment Team for processing.
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1.3 HR system linkages

Diagram 1 below shows how the different HR systems link together in the recruitment process.

Diagram 1: HR systems linkages in the recruitment process

New RAS

New academic/research post
Job advert information or amended existing post information

Existing post information

Job Opportunities
pages

CHRIS

Recruits click link

New appointee information

Web Recruitment

14 System support

Technical queries relating to the Web Recruitment System should be directed to the CHRIS Helpdesk
by emailing chris.helpdesk@admin.cam.ac.uk. The New Appointment Team should be contacted for
advice about making appointments via hrnewappointmentteam@admin.cam.ac.uk.
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2. Web Recruitment — Available Documentation

This manual (shaded in grey below) forms part of the wider set of documentation for Web Recruitment
summarised in the table. These documents can be found on the HR Systems Web Pages (found at
http://www.hrsystems.admin.cam.ac.uk/systems/systems-overview/web-recruitment-system), along with

additional supporting information (including links to videos and release notifications).

Title ‘ Document Type Description

Guide for Selectors User guide A guide designed for selectors that describes the process of logging on to
Web Recruitment, viewing and downloading application packs.

Managing Vacancies User guide This is the main user guide, which explains how to find vacancies in the

system, grant other access, download application forms, record outcomes
at each stage of selection and complete recruitment so that the appropriate
retention policy is applied to the details of the vacancy.

Tier 2 Certificate of
Sponsorship —
Requesting Applicant
Details

Quick reference

This is a two page pictorial overview of the end-to-end process for
requesting information from a successful applicant for a Tier 2 Certificate of
Sponsorship (CoS) application. It is intended for users who do not require
the level of detail in the step-by-step instructions in the guide below.

Tier 2 Certificate of User guide This guide provides detailed step-by-step instructions on how to request

Sponsorship — that a successful applicant logs back into their Web Recruitment account to

Requesting Applicant provide information and supporting documents needed for a Tier 2 CoS

Details application.

Generating User guide This guide explains how to generate rejection emails/letters and reference

Correspondence request emails/letters within the system. It also details how to view
references uploaded directly into the system by referees and how to upload
references received by post/email.

Generating Reports User guide The Web Recruitment system provides standard vacancy reports for

applicant and referee details (for example, for use in mail merges or for
email lists). This document describes the standard reports and how to
generate them. It also describes how to use the custom reporting tool built
into the application.

Managing Offers

Quick reference

This is a two page pictorial overview of the end-to-end offer and
appointment process. It is intended for users who do not require the level of
detail provided by the step-by-step instructions in the user guide below.

Managing Offers User guide This guide describes the process of making an offer, generating an offer
letter, recording offer outcomes and entering additional information so that
an electronic appointment request can be made to the HR New
Appointment  team. This process replaces the need for
departments/institutions to use the CHRIS Recruitment Module and CHRIS
10(A) form for most appointments. The guide also provides a summary of
how to request Tier 2 CoS information; full details are in the CoS guide.

Overview of the User guide A guide for internal users of the Web Recruitment System that describes

Applicant Process the process of making an online application from the applicant's
perspective.

Applicant Frequently FAQs This document details common queries from applicants that have been

Asked Questions (FAQS) reported through the CHRIS Helpdesk, in the applicant survey and to
vacancy contacts within departments/institutions.

Administrator Frequently | FAQs This document details common queries from recruiters, selectors and

Asked Questions (FAQS) vacancy administrators reported through the CHRIS Helpdesk, in the
department/institution benefits survey and system demonstrations.

Processing Appointment | User guide This guide is for the HR New Appointment team and describes how to find,

Requests

check and process Appointment Requests from departments/institutions.
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3. Selecting a Successful Candidate to Move to Offer Stage

When the selection process for the vacancy has been completed and a preferred candidate has been
selected, you must move him/her (or them, if you have more than one preferred candidate) to the Offer
in Progress stage.

1. Tick the successful candidate(s), select the Offer in progress status and click on the Apply button.

o Davies, Fraser 2=

Oiffer in Progress

Apply

B

2. The following Confirm Offer dialog box will then appear:

Confirm Offer x

1 Applicant({s) 5elected:

‘fou are about to move the following applicants to the Offer stage. If known, please state whether an applicant wil
require a Certificate of Sponsorship, these CoS requests can be managed under the 'Manage CoS Requests'

section
Applicant Name Co5 Required?
Ball, Emma CoS Required (=]
Mo, don't update applicants Yes, update applicants

The confirmation window will indicate whether a CoS may be needed by the successful applicant
based on his/her responses to right to work questions in his/her application form. However, you
must double-check the successful applicant’s right to work status with him/her once he/she has
been selected and establish if he/she needs a Tier 2 CoS.
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3. As required, you can amend the default option by selecting from the drop-down list. Once you have
made any changes and you wish to move the successful applicant to the Offer stage, click on the
Yes, update applicants button.

Please note: you must state that a CoS is required even if you do not intend to use the
Web Recruitment system to ask the applicant for additional information required for a Tier
2 CoS. When you select CoS Required the applicant will NOT be contacted unless you
later confirm the request. You will have the opportunity to confirm or change your mind
during Offers Step 5 which will take you through the CoS process.

4. You will then be taken directly into the Offer overview screen for the applicant you selected.

GFOS136: University Lecturer (Offer to Mrs Mary Foster)

Offar sverviow Offer overview for Mrs Mary Foster Applicant information

5 DY Qudun you thiough B Key sleps i the offer proceas and indicales e Mis Mary Fostne

I 11 Confiem offer position

have made n e ofer for 3 parscuar applicant arytostar@iostarmal soo

Bk 10 Bn SCTEEN BE Aty e usg the h-hanit manu Subamitted 19 Feb. 2095 1921434

1 I8 spromgly rscommended thal you review the Maks an ofie Ani sscd (rectoen section Stabua Active

of the Recrunment Guidan:e before procesdng

| Siep 1 Confirm offer position

on the bution Delow o sekect he postion S shich you ae makeg an offer

hrmed. the datads of T positon wik be defaubed nto the Resond ofer

Ky KRR [ Cirrgns Continm position tor this offer

This page guides you through the six main steps in the offer and appointment process. The steps
are shown within the main section of the screen and in the left-hand menu. You can click on the step
you need to work on in either place.

The colour key next to each step provides a quick summary of your progress, showing you which
step you are on, which you have completed and which you have left to do.

You will be routed back to the Offer overview screen every time you complete a step to help you
keep track of where you are in the process.
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Vacancies Offers

Offer overview

1) Confirm offer position
2) Record offer details

3) Manage offer letter

4) Record offer cutcome
5) Co5 details

6) Appointment request

Offer history

ey G

HR Processing

The following sections of this guide describe each of the six steps in the offers process in detail.
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4. Step One - Confirming the Offer Position

1. Click on the Confirm position for this offer button on the Offer overview screen.

| Step 1 Confirm offer position

Click on the button below to select the pos

ition for which you are making an offer
Once confermed, the details of thes posso
detads’ sechon

n will be defaulted indo the ‘Record olfer

Confirm position for this offer

2. The following screen will be displayed:

| HR ¢ IHR idmin Wab Agplication

Vacancies Offers HR Processing Reporis Logout

NQO4413: Cleaning Supervisor (Offer to Mrs Margaret Brownley)

Differ overview EStep 1: Confirm offer position

1] Confirm offer position

Conflrm offer position

Please confirm the position you intend to offer your chosen applicant (named abaove). All of the positions attached to vacancy reference
MO04413 are fsted.

If no positions are showing, or you are not sesing the position(s) you expect, or some position detals are incomect, please contact the
CHRIS Helpdesk on exension 80089,

Position details

Key m m Plesse confirm the follewing detals about the position to be sppeinted
Position to be appointed: Basis:
— Plagss select — =

Changing pesfon besk may invaldete your permission bo fll, cause emars.
In your offer etter, or delay e processng of your Bpeoiniment. Fleess
x22k advioe fram the New ARDOAntmEnE bssen bedcer making any such
changs.

Pesition details

Pasition code: EiﬂilEEtiEI‘t
Mame: Department:
Grade: Category:
Basis: Type:

Confirm Offer Pesition

In most cases there will only be one position associated with the vacancy. Where this is the
case, this position will already be selected and shown on-screen.

In some cases, for example, if you were seeking permission to fill multiple identical vacancies
and used the ‘Number of vacancies’ field on Step 1 in the Recruitment Administration System
(RAS), there will be a corresponding number of positions for the vacancy in CHRIS and Web
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Recruitment. In these situations, you will need to select the correct position from the drop down
list.

--- Pleasze Salect --- Conflrm Offer Posltion

F71001594: Research Fellow
F7100193: Research Fellow
F71001592: Research Fellow

4. The position details for the selected position will now be displayed on the screen.

Position details

Earhest stant

Position code: 44113 26-Feb-2015
date:
~ ~ Department of Chemacal Engineering and
Name: Cleaning Supervisor Department: : ; - a
Siotechnology
Grade: Category: Cleaner
Basis: Assistant Type: Assistant M

Position basis will be defaulted based on information held in CHRIS.

Basis:

 Unestablished i

Valid options for basis are shown in the table below:

Staff Group(s) Basis
Assistant Assistant
Research Unestablished
Unestablished academic and Unestablished
unestablished academic-related
Established academic and Established — one tenure
established academic-related OR

Established permanent

Please note: You should not make any change to basis in Web Recruitment without seeking
advice from the New Appointment Team first as a change may invalidate your permission to fill,
cause errors in your offer letter, or delay the processing of your appointment.

Where it is possible to under-appoint a person to a Research Assistant position pending award
of their PhD and appointment to Research Associate, there will be an option on-screen for you to
be able to confirm whether or not you will be making an under-appointment. Full details are
found in section 12.1.
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5. Once you have checked that you have selected the right position and you are satisfied that the
details are correct, click on the Confirm Offer Position button.

Please note: speak with the New Appointment Team if you believe any of the position details
are incorrect.

6. After confirming the position, you will be routed back to the Offer overview screen, ready for you
to commence Step 2 (by clicking on the Record offer details button) when you are ready.

(GLO5261: Research Associate (Offer to Dr Samuel Ploughman)

Offer overview foe Dr Samuel Ploughman Applicant information
Tha page gusdes you throogh the koy stopa n the offer process. and mndicates tha Dr Samuel Plougtiman
| 1) Corfem offe pasition PIOGIMES you Nave mude in the aller Sor & partculun appie ant sampicughmangmall rom
| 2 Becord offer details You can navigate hack 1 this scraan at ary 1nia using e left-hand menu Sutmeed 19-Fob-2013 10:46.06
T2 Mamage offer setter It & strongly recommendod Bat you review Be Make an ofier and aend reectons sechion Status Active
| 4 Rocord offer cutcome of the Recrutment Guidars s Dedors procsedng
| 5 cosdetails Cancel offer
1 & Appaintment request Step 1 Confirm offer position

Offar history Step 2: Record offer details
n e bution below %o start recording tho detasis of $vs offer Ths slop ruploces
ey R = e antw(ing of offwr dutaln im0 B THRIS Recratmued Modube

flecord offer detalls

Step 3° Manage offer letter

Step 4. Record offer outcome

Step 5 CoS details

Step 6. Appointment Request

7. Before you have submitted an Appointment Request to the New Appointment Team, you can go
back and modify the offer details, including switching to a different position.

a) You can change the position for the offer by going back to the Offer overview screen. Click
on Step 1 Confirm offer position.

I Step 1: Confirm offer position

b) Click on the Change Position Details button and you will be asked to select a new position.
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AHO4398; Clerk (Offer to Miss Margaret Brownhurst)

Step 1: Confirm offer position

Confirm offer position

Piaase confirm ihe position you imlend to offar your chosan applicant (named abave). All of the poslions attached to vacancy referenca
AHO04358 are lisled.

If N2 posaons are showing, O You ars nat ee2ing e posiionds) you axpest, of some posttion detals are Incomact, please cantact the
GHRIS Helpdeek on extenslion GE35.

Offer position

Thils affer |5 cusently for posiion 70033370 (Clerk) wih poskon tasts Aselstant. 1fhiE |5 Incomact then plzaze changs |
below.

Piease node: Mo oiher datalls of this offer will be changed; you must ensure that 3l detals remain vald for tha newly seieciad
ona.

@a Poeltion Detallz D

c) Select the position that you require and then click on Confirm offer position.

Position details
Plzags canfirm the following detalls about the position to be appointed.
Posltion to be appoinied: Basls:

Cranging postion basis may imvaldate your permission o 7l CaUSe aors
— Plemse ssiect —
In your offer lefier, or deley She procsssing of pour apoaintmant. Flesse
TO033355: Clerk sesk arvice fromn the Mes Appolnimend beam befons making any such
70033370: Clerk thange

TOO3IIF: Clerk
TO033374: Clark

TO033376: Clerk

Pasition details

Poaitlon code: Earllest atart
data:

Mama: Degartment:

Grade: Category:

Eaals: Type:

Confinm Cifer Prsiion

d) The offer will be attached to the new position.
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Offer position

Thils affer [ cuemently for position 70033576 (Clerk) win posfon basls Aselstant. 1 thi |8 Incomact than please change |
bedoww,

Pleans mode: Na ofher datslls of this offsr will be changed; you must ensure that all detals remaln wald for the nessty ssliaciad
anma.

Change Posltion Detallz

The previous position will now be detached from the offer and will appear on the list of available
positions for any future offers for the vacancy.
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5. Step Two - Recording Offer Details

Once you have clicked on Step 2 Record offer details, you will see the below screen for the
applicant and position that you have selected.

I HR | HR Adimin Web Application

Wacancles Offers HR Processing Reparts Admin Logaut

NQO04413: Cleaning Supervisor (Offer to Mrs Margaret Brownley)

Offer s S1=p & Record offer details m

1) Carfirm affer pasiticn

2} Rscord offer datalls Key dates
Once you have mma!ﬂ“’eﬁtﬁ In thie 5tep ¥Ou can usa “Sand offar 1o geﬂEfaDe an ofsar m’r'][}":ll..[ BuCcessaul apﬂl icant. Furthar

3] M = offer letter
=nags e dztaks nasdsd only for e affer (etler 3re calectsd Mere

|

|

|

I 4] Record offer cutcome
| = oz detats

|

Employment period Contract Information
&} Appalntment request
Plesse see Guidance on fhe use of Fleed Temm Contracts on the HR weh pages
Epechc start dabe - - o
Fer histary for furtner infarmation on foesd-tem contracts.
B Etart ase bo be: agreed ‘What typs of contract are you offaning?
way: [ = Fermenent  oper-ended -

To atart no later than jopiional):
I5-FED-2015 Ie there Bmited funding for this position?
Fio - funding s angoing -

12 the applicant a currant or previous Univarelty smpicyss or
Temporary Employment Service [TES) worker?

M- not 8 current or previcus Employee or TES worker &
Probation period:
B MEEns)

o probation period:

Flzase 32 the Frobationary Arrangamants saction of he HR web pages for
gukdance on probation lengths.

Confirmation

¥ The preosding detslic ars now compleds and cammot.

iz don nesd confimmeian for you b save These detnlls &5 & WOk In progeess, bt you will Rk e sk b peoos=d Wil the offeront] confimation is gheen

The vacancy reference, description and applicant are displayed at the top of the tab.

NQO04413: Cleaning Supervisor (Offer to Mrs Margaret Brownley)

Underneath this is a ‘breadcrumb’ trail of the data that needs to be checked, entered or
confirmed in this step of the process:
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5.1 Entering key dates for the offer

The first tab that will be displayed is the Dates tab:

| HR ¢ HR Admin Web Applicatian

Warancles Offers HR: Processing Reports Logout

NQ04413: Cleaning Supervisor (Offer to Mrs Margaret Brownley)

offer pverdew Step 2: Record offer details mm

1] Cardirm affer pasition

2) Record offar datatls Key dates
onee yiau Fave mn‘peﬂd 1he 1aks In this EJEF ¥ou c3n LEs “Eand ofar o ;E"'lEf!tE 3 ofar letter for yaur BucEssi| 3Fl=|CE"|L Furthar
detals nzedad anly for e alfer letier are coectd there

4] Fomcord offer cutcome

1

| 2 manmge offer letter

| = cos cstsis
Employment period Contract Information

I 8] Appolntment request Foy pe

Piesse see Guidance on The use of Fbeed Term Confracts on the: HR web pages

offer histary S EEEEE fior furineer Information on fored-em contmdx
®. Bzl dafe to be egreed ‘What typa of contract are you offering?
By E E Pemanent / open-ended =

To efart no later than joptional):
15-Fen-2015 Is thare Imited funding for this position?

P — funding & angoing

Ia the appilcant a curment or previous Univerelty employes of
Temporary Employmant Senvice (TES) worker?

Ma - not & current or previous empkoyee or TES worker
Probaticn pericd:
-] manns) -

Mo probation pariod:

Fizage sex fhe Frobationary Armangaments sscion of S HR web pages for
guidmncE on peobetion lengths.

Confirmation

¥ The preoeding deisllc are mow compiais and comack.

ive dont nesd confimmation for you by save Tese detnlls &5 8 work In progeess, bt you will Rot be: able o procaed with the offer entl confirmation s gheen

1. Click on ‘Specific start date’ if one has been agreed or ‘Start date to be agreed’ if not.

EpecHc shark dabs

W Shargmte b0 e agresd
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2. If a specific date has been agreed, or if you have a latest date by which you require the
successful applicant to commence work, you can enter this in the Start date or To start no later
than field using the date picker.

To start no later than (optional):

| 26-Feb-2015]

4] February 2015 [+

I
Su Mo Tu We Th Fr '

Il 1 2 3 4 2 & 7

i 9| 10| 11 12 13 14

r 16 17 18 19 20 21

£ 22 23| 24 25| 26 27 28

Please note: if you do enter a select a date in the To start no later than field, this will be
included in any system-generated offer letter that you create (it will say ‘To be agreed, but
no later than [date]’ in the start date section).

3. Provide information about the successful applicant’s University employment/work history, using
the drop-down provided.

Is the applicant a current or previous University employee or
Temporary Employment Service (TES) worker?

{ Mo - not & current or previous employes or TES worker P

— Pleaze select —

Mo - not a current or previcus employee or TES worker

es - current or previous TES worker

es - previous employee

es - current University employee

Please note: it is important that you provide accurate information in response to this
question and that you check the applicant’s job application form or CV if you are not sure. If
you answer incorrectly, other aspects of the offer process may not work correctly and the
New Appointment team may inadvertently create a new person record in CHRIS where one
already exists.

4. The probation period will have been defaulted from the position in CHRIS (where this is
available).

Copyright © 2015 University of Cambridge Last Modified: February 2015 Page 16



Web Recruitment System — Managing Offers

If you need to enter or change the value (in accordance with the University’s Probationary
Arrangements), type in a numeric value (e.g. ‘6’) then select a period from the drop list.

Probation period:

B monthi(s) =
N — Pleaze select -

o pre
Pleaze : ) E
guidsne  YEA(E)

week(s)

Alternatively, in exceptional cases where there is no probation period, you can indicate this by
ticking the check box.

Probation period:

No probation period: +

Please see the Probationary Arrangements section of the HR. web pages for
guidance on probation lengths.

Please note that you can also click on the blue hyperlink on screen to open the
University’s Probationary Arrangements in a new window.

5. You will then need to provide details about the type of contract being offered.

First, indicate the type of contract in the drop down box:

What type of contract are you offering?

i Permanent / open-ended | 7 i

-— Please select —-

Permanent f open-ended

Foied-term

s position]

1. If you select Permanent/ open-ended, you will then need to indicate whether the funding for
the position is limited or not.
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Is there limited funding for this position?

s - funding is limited | 7

-- Pleaszs Select -- .
zcific date or after

Yes — funding is limited

Mo — funding i= ongoing c-2015)

If you select that the funding is limited, you will then need to enter a funding end date or duration.

Will the funding end on a specific date or after a fixed time Will the funding end on a specific date or after a fixed time
period? period?
® Specific end date (e.g. 31-Dec-2015) Specific end date (e.g. 31-Dec-2015)
Fixed time period (2.9. 2 years) ® Fixed time period (e.g. 2 years)
Expected funding end date Length of funding:
22-Feb-2017 5 Yesr(s)

2. If you select Fixed-term, you will then need to indicate an expected end date or duration for
the contract of employment.

Will the position end on a specific date or after a fixed time Will the position end on a specific date or after a fixed time
period? period?

® Specific end date (e.g. 31-Dec-2015) Specific end date (e.g. 31-Dec-2015)

Fixed time period (g.g. 2 years) ® Fixed time period (e.g. 2 years)

Expected end date of fixed-term contract: Length of contract:

22-Feb-2017 2 | yesr(s) A
Reason for fixed-term contract: Reason for fixed-term contract:
— Please select — < — Please select — -

You will then also need to select a Reason for fixed term contract (this is your objective
justification for offering the appointment on a fixed-term basis; please see the University's
Guidance on Fixed-Term Contracts at http://www.admin.cam.ac.uk/offices/hr/policy/fixed/ for
further details) from the drop-down list.
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Limited Funding

Maternity Cover

Pending recruitment of permanent employee

Rotating appointments
SOSR - CRI Only
SOSR - MRC Only
Sickness Cover

Specific Project

Maternity Cover

m

The value selected in this field will have a corresponding effect on the wording in any
system-generated offer letter that you create:

Reason

All

Paragraph used in offer letter

Your employment will end on [end date], unless previously
terminated in accordance with your contract of employment.
This end date is because...[followed by the wording for the
relevant reason below]

purpose

Limited funding for a specific

...your employment relies on the availability of finite funds for a
specific purpose that are not part of the University’s general
revenues.

Pending permanent appointment

...you have been appointed temporarily pending the recruitment
of a permanent member of staff.

Rotating appointments

...this is a rotating appointment with a maximum duration
defined by the University’s Statutes and Ordinances.

timeframe

Specific project with defined

...you have been appointed to undertake a specific project of
finite duration.

Temporary cover (maternity)

...you have been appointed to provide temporary cover during
the absence of another member of staff on maternity leave.

Temporary cover (sickness)

...you have been appointed to provide temporary cover during
the absence of another member of staff.

or maternity)

Temporary cover (not sickness

...you have been appointed to provide temporary cover during
the absence of another member of staff.

Training

...you have been appointed to a traineeship.

reorganisation

Transitional duties pending a

...you have been appointed to undertake transitional duties
pending a reorganisation.

CRI

SOSR - MRC Only; SOSR -

...you have been appointed to a three year training programme.
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Please note that for secondments you should indicate the reason a secondment is taking
place. The secondment itself is not a reason but rather a general term covering an
appointment arrangement that can be used for a variety of reasons. For example, if you
are offering a secondment to a current University employee in order to cover the Maternity
Leave of the substantive role-holder, the reason you should use is Maternity Cover.

6. Once you are satisfied that the values displayed on screen within the Dates tab accurately reflect
the offer you intend to make, tick the check box to the left of ‘The preceding details are now

complete and correct’ to indicate that you have finished making changes.

Confirmation

+ The preceding details are now complete and correct.

We don't nesd confirmation for you to save these details as a work in progress, but you will not be able to proceed with the offer uniil confirmation is given.

7. Click on Save and next when you are ready to move to the next tab in the process.

Save Save and Mext

You can click on save at any point and the system will save the details you have entered so

far.

If you wish to save and then return to the Offers process later, you will be able to navigate
back to where you need to be via the Offer overview page. The colours on-screen will

remind you which step you need to click back into.

05261 Research Associate (Offer to Dr Samuel Ploughman)

<

for D Samusl Poughman Applicant nformation

e ——-

ot posinon

Sape—— Sup 2 Record offer detads

& @ fw Bt Sedew 0 st3t recondng e delats of S ot T
(e | = O gronnny o st 3

Necord sfter tetals
Bop 3 Manage offer letier

f0p & Macord offer outcoms

Stop 5 CoS delalls

S6p O Appointment Rogques!

i 2ten the O Sarvaed Mesagvman
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5.2 Entering hours and work patterns

The next tab in the Record offer details section is Hours. Here you will enter, update or confirm the
required working hours and patterns for the position.

+ HR | HR Admin Wb Applkoaiion

Waoandes Cofers. HR Proosssing Reports Admin Logout

NQ04413: Cleaning Supervisor (Offer to Mrs Margaret Brownley)

OFer gvardew Step I Record offer detalls mm

1] Confirm offer pasttion
2 Record offer datalls
3} Maniage: offer letter

Working hours & pattern

Fiease: provide detalls of fe working hours and working pafern for the pasibion. This Indudes whesher ar not work will only be done
during berm-time.
4} Record offer outcome

3} Cos detuils
Working hours Term-time anly
| & Apoointment request
I thic & ctandard Mon-Fri working pattem? Ic thic pocition term-Bime only?
fFer history Yes | v Mo |~
K;.-_.-m E Pisscs dacoribe the working patham ac i will appsaron the offar

Iatisr:

Full- or pari-time:

Fuli-time =

Houre per waek:

Eninr D for Sacdsia'oess hours contrec

Imsssn: reobm: Yo will smas b= anine 37 Roum for ful.bre moses, Boscemie
TREELHT BT EIEEITh JBT, BENCLG N IS CEINE TR ETE NT SR
conmmciusl howrs. Thia wil il b refecosd comecd) in e Srniem-peneraiec
Sflarwiier, Fuli-bim hows for saaint ST arm 3.2 boun. Flesan ses e

Hours of work aecion of e R web pagas for further informason

Confirmation

» The preceding detallc ars now compiede and comoot.

Vim Smn ] name confirrmsen for you i s Sheas celein m w work in progeen, bol ymo wil not be wble m procses with the cFar unil eoelreation @ ghan

S end Next

If there is a standard working pattern for the position held in CHRIS, this will be defaulted on screen.
Contractual hours and whether the position is term time only will also be defaulted from CHRIS
(reflecting any entries that were made for the vacancy in RAS when permission to fill was sought).

If you need to change any of the default values on the tab, you should (as applicable):
¢ Click on the drop-down list to the right of each field and select the correct value; or

e Overtype the values shown with the correct ones.

Further details are provided below.
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1. If the working pattern is NOT a standard Monday to Friday pattern, select No from the drop down
list. You will then be able to use the text box to describe the working pattern.

Working hours

Is this a standard Mon-Fri working pattern?

No A

Please describe the working pattern as it will appear on the offer
letter:

Tuesdays, Wednesdays and Thursdays

For assistant staff positions, the text entered here will be displayed as part of a sentence in
the working hours section of any system-generated offer letter. See the assistant staff
section of the table found at http://www.hr.admin.cam.ac.uk/policies-procedures/hours-work
for an example.

2. Check the details regarding whether the position is full-time or part-time and the hours per week,
amending these as required in accordance with the offer you plan to make.

Full- or part-time:

Full-ime -

Hours per week:

b5

Enter 0 for flexiblefzero hours confracts

Please note that in the Hours per week field you will need to enter 37 hours for full-time
academic, academic-related and research staff, although in some cases there are no
defined contractual hours. This will still be reflected correctly in the system-generated offer
letter.

Full-time hours for assistant staff are 36.5 hours. You should enter O in Hours per week if
there are no fixed hours of work and the employee will be paid by timesheet. A link to the
HR pages is provided on screen for more guidance in this area.

3. Check the default response to ‘Is this position term-time only?’. If it is not correct then use the
drop down list (selecting Yes or No) to modify it.
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Term-time only

Is this position term-time only?

eks are worked?

Term il

4. If the position is term-time only then you will also need to check and update three more fields.

Which weeks are worked?

University Term -

Number of weeks worked per year:

33

Can annual leave be booked in term time?

a) For ‘Which weeks are worked?’, choose the required type of term from the drop-down list.

Which weeks are worked?

— Please selact— | ¥

-— Please select —
IH

School Term

University Full Term

Other

b) For Weeks worked per year, enter the number of weeks that you will require the successful
applicant to work.

The school term is normally 39 weeks per year and the University full term is normally
26 weeks per year.

c) Select a response from the drop-down list after ‘Can annual leave be booked in term
time?’ field, based on whether the successful applicant will be permitted to take leave
during the weeks that he/she works or if he/she will be expected to receive pay in lieu for
accrued leave. Seek advice from the New Appointment Team if you are not sure.

Can annual leave be booked in term time?

No g

- Please select —

YVes
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Please note that if you select No from the drop-down then the following wording will be
inserted into holiday entitlement section of any system-generated offer letter that you
create.

“As you will work only during term, you cannot book holiday within this time. However, you
will receive payment in lieu for the holiday that you accrue. Further details will be provided
in your contract of employment.”

5. Once you are satisfied that the values displayed on screen within the Hours tab accurately
reflect the offer that you intend to make, tick the check box to the left of ‘The preceding details
are now complete and correct’:

Confirmation

« The preceding details are now complete and correct.

We don't need confirmation for you to save these detsils as a work in progress, but you will not be able to proceed with the offer uniil confirmation is given.

6. Click on Save and Next. You will be routed to the next tab in the Record offer details section.

Save Save and Next

You can click on save at any point and the system will save the details you have entered
so far.

If you wish to save and then return to the Offers process later, you will be able to navigate
back to where you need to be via the Offer overview page. The colours on-screen will
remind you which step you need to click back into.
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5.3 Entering pay and other remuneration details

The next tab in the Record offer details section is Pay. Here you will enter, update or confirm the pay
and other remuneration details for the position.

¢+ HR | HRAdmin Wb Applcation

Vecancies Difiers HR Proosccing Repoets Admin Logout

NC04413: Cleaning Supervisor (Offer to Mrs Margaret Brownley)

e — step z racora oer sstane [ S T R )

1} Confirm offer pacition
%) Racoed offer datails
3} Manzge offer letter

Remuneration

Fizase prowide detalls of the salary and allowances being offered to e successful applicant, 2s well as the pension scheme for which
ey Are sigine
4} Record offer outcome:

3} CoGdetuils

Salary/funding details Allowances and supplements
| o appointment request Eslary fypa: L T T L [T T Ep e prap——

. ~ proceEsen ‘o rmss s be fone v e | beend Schemes sscins of the 58
s history Baiary spinz Zpetsdiany T L e

Fmprania, Usrie Say s Sovances Crrioboe Suopemanis mol hes Sesn
Gracs: N - PR e, .
[P CrRniE Safone ST ST e D N BUCTRIL CHNCITNG. P Tk BCACE o
= o . P
Are you offering & salary In the confrizeSion range? Etanzad Custem
@rads poirt
Typn — Flesse seiscd — -
030 /£23,025 -
tart
.

Guidanos on cemsmining the approprisie sl @ oTer o e soconrts ==

samdidaie san e tmond in fee Detersine S aiering e ey sEIn o S End dats

AmcitTen! Guzmnon.

. smount

Penclon sliglbiiity: g par ammm

Camoogs Unversky Assistants’ Cantrisiiory Fansion Echame (CPE) =

IniSrmation o tha Eifiasent Linserity Anmcn Schames can e iouns on the Add supplement

s wek pagEs

Confirmation
# Tha preosding detsllc are now compiede and comect
Vi o e confinmadon for you i s theas deisis @ work in progeess, bl yos will not be wbis i proceed with the clfer unil comlrmation @ ghen

1. The salary type will be defaulted to salary spine or spot salary (normally the former), based on
the position details held in CHRIS (and any entries made when requesting permission to fill in RAS).

If required, you can change the default. However, please note that University appointments should
always be made to a point on the single salary spine, unless there are exceptional circumstances
which mean that this is not possible. Please see the Determine the starting salary section of the
Recruitment Guidance for full details.

Salary/Funding Details
Salary Type:

. Salary Spine Spot Salary
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2. If Salary Spine is selected (as a default or by you), you will also need to check:

a) Grade — a grade will normally already be selected, based on the position details held
in CHRIS (and the details entered into RAS when permission to fill was requested).
You should ensure that the correct grade is selected but note that making a change to
the grade may invalidate your permission to fill and delay the appointment. Seek
advice from the New Appointment Team if you are unsure what to do.

Grade:

- Please Select — &

Grade 12 Band 4

Grade 2

Grade 3

m

Grade 4
Grade S
Grade 8

Grade 7

Please note that if you select a clinical grade then you will be required to enter
clinical-related HESA data in Step 6 of the offers process.

b) If you intend to offer a salary in the contribution points for the grade, tick the check
box to the left of ‘Are you offering a salary in the contribution range?’.

Are you offering a salary in the contribution range? :

Please note that you should not tick the box unless you have gained approval to
offer a salary in the contribution range from your HR Business Manager/Adviser via the
HR4 Salary Case for Approval process. You will be required to provide an approved HR4
later in the process when requesting an appointment. Please see the Determine the
starting salary section of the Recruitment Guidance for full details.

c) Select the Grade point from the drop down list of appropriate salary spine
points/amounts for the relevant grade.
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Grade point:

{ —Fleaze select — | 7
el
D25 (£25.513)

D36 (£28.274)

D27 (£27.057)
D35 (£27.864)
D28 (£23,605)
D40 (£29,552)

gy )

Please note that the screen also includes a link to the Determine the starting salary
section of the Recruitment Guidance, which opens in a new window when clicked.

If you are entering a grade point above the first three points within the salary scale

for the grade, you will need to indicate how this was authorised by selecting a value

from the drop down list. This may be because:

- Your HR Business Manager/Adviser has approved an HR4 Salary Case for
Approval; or

- The successful applicant is a current University employee already employed
above the first three points for the same grade or is being promoted and is
entitled to two increments; or

- You are appointing a Reader of Principal Research Associate at point 63, which
is the required salary point for such appointments although it is in the
contribution range for Grade 11.

Authorisation to offer abowe first 3 points or in contribution
range:

| — Please s=lact — | =

HR4 approved by HR
Internal transferpromaotion
Appointment as Reader or as Principal Research Associate

Research Assistant/Associate under-appointment

Please note that when an HR4 has been approved, you will be asked to provide a
copy of this later in the process when requesting the appointment.
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3.

Spot salary amount:

£ 32500

Guldance on the very Imisd ciicumsiancee when 3 Epod salary should be usad
rather than a spine point is faund In the Cetermine the siaring salary section of
the Recnultmeant Swuldance

Spot salaries are only approved in exceptional circumstances so you will also need to enter
details of the approval for this. This will either be because the position is a type of appointment
which is always made on a spot salary (please see the Determine the starting salary section of
the Recruitment Guidance for a list of permitted spot salary positions), or because you have had
an HR4 agreed by your HR Business Manager/Adviser.

Hawve you gained approval from HR to offer a spot salary?

You must provide 3 compleled HR4 Starfing Salary Case Torm to your HR
Bueingss Manager'Adviser and have this approved before making an offer of 3
E6pot Ealary Insizad of 3 University spine point (unizss the appointment ks one of
the very Imied cases where spot galanae shauld be used, 28 explaingd In the
Detarmine the starting salary section of he Recruiment Guidance). Spat
Ealarizs will only ba approved In excepional clrcumsiances.

— Pleass select — -
Mo

me (CPS) =
Yes

und on the
Permitted exxception in the Recruitment Guidance

4. Check (and amend as required) the default pension scheme for the position.

Pension eligibility:

{ Cambridge University Assistants’ Contributory Pension Scheme :CPS]E -

- Please selzct —

Universities Superannuation Scheme (USS)

Cambridge University Assistants’ Contributory Pension Scheme (CPS)

MOW: Pension Scheme
Mational Health Serice Pension Scheme (WNHSPS)

If Spot salary is selected (by default or by you) you will need to enter the spot salary amount.
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Please note that at this point, you need only enter the relevant overarching pension
scheme from the drop-down list. The particular part of the pension scheme to which the
employee will be added (e.g. CPS Revalued Benefits or CPS Hybrid) will be handled by
the New Appointment Team as part of the appointment process.

5. Add any allowances and supplements for the position.

Allowances and supplements

Guldanca an the most comiman allowances and suppkaments and the appraval
pracagsaE for these can be found i3 the Reward Schemes seclion of the HR
web pages. Pleaee note that the relevant approval far Recruliment Incenthve
Paymants, Marka1 Pay and Advanced Contrbution Supglements must have baan
granted b=fare you offer them ta 3 successful candidate. Plazse Eeek advice from
the Hew Appointment team. If required

Standard Custom

Type — Pla

e select — -

Start
date *

End date

Amount
per annum

Add supplement

There are two panels. The first panel (‘standard’) is for the following:
¢ Advance contribution supplement;
e Market pay; and
¢ Recruitment incentive payments.

The second panel (‘custom’) is for any other supplements to salary.

a) For a ‘standard’ allowance/supplement, select the type from the drop down list.
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Standard Custom

Type: - Please Selsct — v

Stantiiate: -— Please Select —

Advanced Contribution Supplement
End Date:
Market Pay

Recruitment Incentive
Amount:

— = avans arsspeprecssesa

Then, enter the Start Date and optional End Date using the date pickers.

Allowances and supplements

Guldance an the most comman allawances and supplements and the appraval
pracaes2E for these can be found via the Reward Schemee saction af the HR
web pages. Pleass note that the relevant approval for Recrutment Incentive
Paymants, Market Pay and Advanced Contribution Supplements must have been
granted befare you offer them ta 3 successful candidate. Piease 6eek advice from
the Mew Appointment team, If required.

Standard Custom
Type Advanced Contricution Supplement | =
Start

Z2-Fab-2015

date *

End date 0 rFov #2015 =] ©

Amount S50 Mo Tu We Th Fr 3a

2 3 4 58 T
10, 11| 12| 13 14

s g
w17 18| 10 20
2

23| 24 25 26| 27| 2B

Enter the Amount and click on the Add Supplement button.
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Allowances and supplements

Guldance on the most comman allawances and supplements and the appraval
pracassas for these can be faund via the Reward Schemes section af the HR
web pages. Ple3ee nole that the relevant appraval far Recrufiment Incentive
Paymeris, Markel Pay and Advanced Contrbution Supplements must have been
granted bafare you offer them ta a successful candidate. Flease eeek advice from
the Hew Appalntment team, If required.

Standard Custom
Type Advanced Contribution Supplement  *
Start
22-Feb-2015
date * weTE
End date
Amount

200 Eper annwm

Add supplement

Details of the supplement will be displayed on the screen.

Advanced Contribution Supplement

Start date: 22-Feb-2015
End date: 28-Feb-2017

Annual amount-£3,000 & Remove

A confirmation pop-up message will also be displayed.

Please note that the Remove button can be used to delete an allowance or supplement
entered in error.

b) To enter a ‘custom’ allowance or supplement, click on the Custom tab.

Enter a text description of the supplement (this will be used later in the process as an
instruction to the New Appointment Team) and how you would like the details of the
allowance/supplement to appear in any system-generated offer letter that you create.
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Standard Custom

Custom benefit

Car allowance

Custom benefit as shown on the offer letter

This position also comes with a taxsble har sllowance of
{ £3000 per annum :

Add supplement

Click on the Add Supplement button.

Copyright © 2015 University of Cambridge Last Modified: February 2015 Page 32



Web Recruitment System — Managing Offers

Details of the supplement will be displayed on the screen.

Advanced Contribution Supplement

Start date: 22-Feb-2015
End date: 28-Feb-2017

Annual amount-£3,000 @ Remowe

Custom Benefit / Supplement

Car allowance

This position also comes with a taxable car allowance of £3000
per annum

@ Remove

A confirmation pop-up message will also be displayed.

Please note that the remove button can be used to delete an allowance or supplement
entered in error.

6. Once you are satisfied that the values displayed on screen within the Pay tab accurately reflect the
offer that you intend to make, tick the check box to the left of ‘The preceding details are now
complete and correct’:

Confirmation

+ The preceding details are now complete and comrect.

We don't need confirmation for you to save these detsils as a work in progress, but you will not be able to proceed with the offer until confirmation is given.

7. Click on Save and Next. You will be routed to the next tab in the Record offer details section.

Save

You can click on save at any point and the system will save the details you have entered
so far.

If you wish to save and then return to the Offers process later, you will be able to navigate
back to where you need to be via the Offer overview page. The colours on-screen will
remind you which step you need to click back into.
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54 Recording the principal place of work

The next tab in the Record offer details section is Place of work. Here you will review (and update, if
required) the address details displayed initially. These reflect those held against the position in CHRIS.

/ HR } HR Admin Web Application

Vacancies Offers HR Processing Reports Admin Logout

NQO441 3: Cleaning Supervisor (Offer to Mrs Margaret Brownley)

Offer avenview Step 2: Record offer details mm

1} Confirm offer pasition

2) Record offer details Place of work

3) Manage offer letter Please supply the principal work address for this appointment.

4} Record offer outcome

5) CoS details Principal work address
6} Appointment raguast. "
(L Line 1: Diepartment of Chemical Enginesring and Siotechne
Offer histo .
24 Line 2: Mew Museums Site

KE}'=m m Line 3: Fambroke Sireet
Town: CAMBRIDGE
County:
Postocode: CB2 3RA
Country: United Kingdom

Confirmation

« The preceding details are now complete and correct.

W dont n2ed confinmation far you bo s3ve theee delals 35 3 work In prograss, but you will not be able to precead with the ofézr untll confirmation I8 given.

Save Save and Mext

1. Overtype any of the fields that you wish to change. You can also update the country using the
drop down list.

Note that if you do decide to change the address details, you should normally have the
department/ institution name as line 1.

You may also wish to change the Town to sentence case as these details will be used
later in any system-generated offer letter that you create.

2. Once you are satisfied that the details displayed on-screen in the Place of work tab are correct,
tick the check box to the left of ‘The preceding details are now complete and correct’:
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Confirmation

« The preceding details are now complete and correct.

We don't nesd cenfirmation for you o save these details as a work in progress, but you will not be able to proceed with the offer until confirmation is given.

3. Click on Save and Next. You will be routed to the next tab in the Record offer details section.

| Save ‘ Save and Next

You can click on save at any point and the system will save the details you have entered
so far.

If you wish to save and then return to the Offers process later, you will be able to navigate
back to where you need to be via the Offer overview page. The colours on-screen will
remind you which step you need to click back into.

55 Entering/confirming screening checks

The next tab in the Record offer details section is Screening. Here you will review (and update, if
required) the screening checks required for the appointment, which are pre-filled based on the required
checks held in CHRIS (and entered into RAS when permission to fill was requested).

| HR | HR Atmin Web Applicatian

Vacancies Offers HR Processing Reports Admin Logout

NQ04413: Cleaning Supervisor (Offer to Mrs Margaret Brownley)

Cffer overview Step 2: Record offer details m

1) Confirm offer pasition

2) Record offer detalls Screeningjchecks

3) Manage offer lettsr It is wital to comectly specify the screening checks needed for your vacancy on this page.

This ensures that any system-generated offer letter makes the offer conditional upon satisfactory completion of these checks. What you
specify here also affects the attachments that you need to send with your offer letter. Please s=e the HR13 Offer Letter Template page
5) CoS details for further details about letter attachments.

4) Record offer outcome

| & Appointment request

CFar hist Add checks
er history
Checks are listed below based on what we know about the position being offzred. Please make sure these are complete and comrect
LEY 7o o | = Furihar quidance can be found In the Scraening Checks s2ction of the Recniltmant Gukdanocs, Including the types of check and when It shauld be essential Mat they ane

completad bafore emplayment commances.

- Plegse salect - *  Add this check

Exlsting Checks

Screening check mame Essential Before Start Remove

Right to work in the Uk

OH Medical Clearanca
Confirmatlon

w The preceding dstalls are now complets and cormect.

W dan't nead canfirmatian far you o save thesa detalls 35 3 work In prograes, but you will not be abie to praceed with tha offer untl confimation ks glven.
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It is vital that you identify and record the all of required screening checks accurately so that any system-
generated offer letter that you create (as shown in the table below) contains the correct check-related
conditions, ensuring that it will be possible for the University to withdraw an offer of employment, if
required, in the event that a screening check result is not satisfactory to us.

Check ‘ Paragraph used in offer letter
All types This offer is conditional upon: [wording that follows is dependent on the check type(s)
required)]
Basic disclosure The satisfactory outcome of a basic disclosure (criminal records check). Whether an
(%“ml'(r)‘m records outcome is satisfactory will be determined by the University.
check).

DBS - enhanced The satisfactory outcome of an enhanced Disclosure and Barring Service check. Whether
only an outcome is satisfactory will be determined by the University.

DBS - enh,anced The satisfactory outcome of a Disclosure and Barring Service check (enhanced with
with adults” barred | 5quits’ barred list). Whether an outcome is satisfactory will be determined by the
list University.

DBS - gnhan,ced The satisfactory outcome of a Disclosure and Barring Service check (enhanced with

with children’s children’s barred list). Whether an outcome is satisfactory will be determined by the

DBS - enhanced The satisfactory outcome of a Disclosure and Barring Service check (enhanced with

with ctuldren and children and adults’ barred lists). Whether an outcome is satisfactory will be

adults’ barred lists) | getermined by the University.

DBS - standard The satisfactory outcome of a standard Disclosure and Barring Service check.
Whether an outcome is satisfactory will be determined by the University.

Honorary Clinical You acquiring an Honorary Clinical Contract.

Contract

NMC Registration | (None]

OH Medical [None — offers are never conditional upon a health assessment]
Clearance (also

known as a Health
Assessment)

Security check The satisfactory outcome of a security screening check. Whether an outcome is
satisfactory will be determined by the University.

Research Passport | yoy acquiring a Research Passport.
(any type)

Please note that where multiple appropriate checks are selected, they will all be listed in
the system-generated offer letter using an appropriate sentence structure.

Please note that OH Medical Clearance/Health Assessment only applies to a limited
number of roles, as explained in the Health Assessment pages in the Screening checks
section of the Recruitment Guidance. This is not the same as the OHF30 Work Health
Declaration, which is a health questionnaire that must be sent with the offer letter for
every appointment.

If you are not familiar with the University’s requirements for screening checks, or you have any
uncertainty about the checks needed for a particular position, please review the Screening checks
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section of the Recruitment Guidance. If you need any further assistance, please contact the Compliance
Team (complianceteam@admin.cam.ac.uk).

1. If any of the required screening checks listed in the table are incorrect then click the Remove
button (this is a rubbish bin icon, shown in yellow below) next to the check in question.

Existing Checks

Screening check name Essential Before Start Remowve

Right to work in the UK

OH Medical Clearance

This check will then be struck through.

Existing Checks

Screening check name Es=ential Before Start Remove
Right to work in the UK

QH Medical Clearanca

(This row will be geiefed whan pou save the form)

A pop-up confirmation message will also be displayed.

Check: OH Medical Clearance

marked as deleted.

The check will then be removed when you click on the ‘Save’ or ‘Save and next’ button.

Existing Checks

Screening check name Essential Before Start Remowve

Right te work in the UK

2. To add a new check requirement, select the type you need from the drop-down list and then click
on Add this check.

-- Please select - Add this check

— Please select —

| »

Basic disclosure

m

DBS - enhanced only

DBS - enhanced with adults’ barred list

DBS - enhanced with children and adults' barred lists
DBS - enhanced with children’s barred list

DBS - standard

Honorary Clinical Contract - N progress, but you will not

Copyright © 2015 University of Cambridge Last Modified: February 2015 Page 37


mailto:complianceteam@admin.cam.ac.uk

Web Recruitment System — Managing Offers

3. The selected check will appear on the screen.

If it is essential that the check is completed before the successful applicant starts work in the
position, the check must be marked as Essential before start by ticking the check box in the
relevant column in the table.

Exdsting Checks

Screening check name Essential Before Start Remaowe

Right to work in the UK

=}

Security

Please see the |dentify screening checks section of the Recruitment Guidance if you are
not sure if a check should be treated as Essential Before Start.

Please note: you will also need to add any Occupational Health and DBS checks required
as part of a Research Passport separately; the system does not do this automatically
based on the type of Research Passport that you select. The individual check(s) must be
specified for the correct details to be included in any system-generated offer letter that
you create, in the Appointment Request and in CHRIS.

4. Once you are satisfied that the details displayed on-screen in the Screening tab are correct, tick
the check box to the left of ‘The preceding details are now complete and correct’:

Confirmation

« The preceding details are now complete and correct.

We don't nesd cenfirmation for you o save these details as a work in progress, but you will not be able to proceed with the offer until confirmation is given.

5. Click on Save and Next. You will be routed to the next tab in the Record offer details section.

Save Save and Mext

You can click on save at any point and the system will save the details you have entered
so far.

If you wish to save and then return to the Offers process later, you will be able to navigate
back to where you need to be via the Offer overview page. The colours on-screen will
remind you which step you need to click back into.

5.6 Confirming offer details

The final step in the Record offer details process is the Confirm tab. This requires you to confirm the
details you have entered in the other tabs before proceeding, helping you to ensure that the details in
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any system-generated offer letter you create (and the Appointment Request you send later in the
process) are accurate and complete.

{ HR / HR Agmin Wab Appicason

Vacancies Offers HR Processng Reports Logout

NQO04413: Cleaning Supervisor (Offer to Mrs Margaret Brownley)

| 1) Confirm offer position

| 2 Recordoffer . Confirm offer details

| 3) Manage offer fetter Aher confirming that you have completed the ofer details for each 1ab of this step. you can use the "Send offer section 1 generate an
o ' offer lemer for your successiul applicant. Further details needed only for the offer letter may be entered there
| 4 Record oMer outcome

1. If any of the tabs on the progress bar on the Confirm screen are shown in red, you will need to
go back to the relevant tab and complete the missing details.

Progress: Record offer details |EEadP i i i e

Confirmed tabe are ticied. Unconfirmed 1ais are ldentifizd in rad

If it looks as though all required details have been entered onto an incomplete tab, ensure
that you have ticked the check box to confirm that the tab is complete and correct and press
Save.

Confirmation

+ The preceding details are now complete and correct.

2. Once all tabs are green and you are satisfied that you have provided all required details on
them, click on Proceed to send offer.

Progress: Record offer details m Place of work v

Confirmed tabs are ficked. Unconfirmed tabs are identified in red.

W All necessary information has been provided. You may now proceed te send the offer.

Proceed to send offer
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You will then be taken to Step 3 Manage offer letter, where you can choose to create and send
a system-generated offer letter or upload a manual version prepared outside of the system
(using the HR18 Conditional Offer Letter template).
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6 Step Three - Manage Offer Letter

6.1 Choosing the type of offer letter

Your first task in Manage offer letter is to select whether you will be creating a system-generated offer
letter or writing your own offer letter manually (i.e. outside the system using the HR18 Conditional Offer
Letter template).

Click on the relevant button to indicate your chosen option.

AHO4029: Research Associate (Offer to Miss Orlaith Cooper)

Offes overview Step 3: Send offer

You hava a chowa as 1o whather you

1) Confirm offer position - = = , > =
& would ke the Web Recrusment Systam ;un:r:lc a Jefter for you “.“'d‘-; dutals you have aheady entered and addibonal detads you

2) Record offer detalls wil eodar et o

& Croate your own offer lefter outside the sysiem usng the HR 18 Conditional Offer Letter lenpiate
3) Manage offer letter
Plesss make your selection

System gensiaiad lettee Manualy genseated s

|

i

’

|

| i fecord offer cutcome
l 5) Cos detalls

6] Appointment reguest

Offer history

If you select a manually-generated letter, you will be asked to upload a copy later on.

You can change your mind about the type of offer letter you will be creating at any time in this step
by clicking at the link at the top of the page. For example:

Step 3: Manual offer

Upload letter
Please record the details of the offer sent to the applicant, and upload a copy of the offer letter.

You might prefer to send a system-generated offer letter instead.

If you have chosen a system-generated offer letter please refer to section 6.2 immediately below.

If you have chosen to construct the letter manually please see section 6.3 below.

6.2 Creating a system-generated letter

If you would like the Web Recruitment System to generate an offer letter for you, you will need to add
extra details in addition to those provided in Steps 1 and 2.

Additional information is needed regarding:
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¢ The applicant and the position being offered;
e The contact details to be shown on the letter;
¢ Any additional conditions to be inserted into the letter; and

e Any additional paragraphs to be added at the bottom of the letter.

This additional information is arranged into four tabs and these are shown as breadcrumbs along the top
of the screen:

6.2.1 Entering applicant and position details

If you chose to create a system-generated letter you will automatically be directed to the first tab in the
Manage offer letter process, which is Applicant & position.

Applicant details Pasition details
Applicant title: Dapartmantinstiution:
M - Human Resgurces Clvlsian

Applicant given name:

Margaret

Appllcant family nams:

Broen

Applicant addrass:

10 Harlzy Foad,
Cambridge,
ol Twa,

Unkad kKingdam

1. The applicant’'s name and address will be displayed, reflecting what the applicant entered into
their online application form. Please review these details and edit if required (for example, if the
successful applicant has informed you that they have moved house since their applied for the
position).

2. The Department/Institution reflects what is held in CHRIS. Please edit if required.

3. Once you are satisfied that the details displayed on-screen in the Screening tab are complete
and correct, tick the check box to the left of ‘The preceding details are now complete and
correct’:

Confirmation

« The preceding details are now complete and correct.

We don't nesd cenfirmation for you o save these details as a work in progress, but you will not be able to proceed with the offer until confirmation is given.
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4. Click on Save and Next. You will be routed to the next tab in the Manage offer letter section.

| Save ‘

You can click on save at any point and the system will save the details you have entered
so far.

If you wish to save and then return to the Offers process later, you will be able to navigate
back to where you need to be via the Offer overview page. The colours on-screen will
remind you which step you need to click back into.

6.2.2 Entering University contact details

The next tab in the Manage offer letter process allows you to enter the University contact details that
will appear in the sender’'s name and address sections of the offer letter.

HR / HR Asmin Web Appikcatan

Wamncles Offers HR Procecsing Reparts Logaut

AH04398: Clerk (Offer to Miss Margaret Brown)

offer piendew Step 3: Manage offer letter Applicant £ posHon Unheersity contact m

I 1) Carfirm offer pasition

| 2 ecord offer detats University contact details

o s monsgE = oz n, o a 2 s
) Managu offar lottar l2aEe aniar the contact datalle of the Univarsity ampioyae wha should 3ppear on the gifiar i2tier 3= ihe person s2nding IL

I you 'wauld ke fo copy the comact detalle you have usad on another offar kether you have generaizd, use the Pull datalls from

| 4 Record offer cutcame another offer or vacancy bution.

| %1cos detaic
I &) Appolntment request
+ Pull detalls from anciher offer or vacancy

offer history contact address:
Caontact fitie:
Flays
S voco | = o mrmae et — .

Caontact name:
Contact emall:

Contact's job tite:
Cantact telsphans:
Contact fax:

Confirmation

The preceding dedalls ame now complaie and conmaot

Ve don't nesd confimmation for you bo save These detnlls &5 & work In progeess, but you will mot e able bo proceed with the offer ontl confimation i ghen
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The fields on the screen will be blank. Either you can complete the details manually or you can chose to
pull through details from a previous offer you have made or from the vacancy contact details.

1. If you wish to copy details from within the system:
a) Click on the Pull details from another offer or vacancy button.

«* Pull detailz from ancther offer

The following options will be displayed:

Pull contact details from another offer or vacancy =«

Where would you ke fo retrieve the detalie from?

Avacancy | ® Anather offer

Awallabls contact datalls:

{ SImon \Ir - Job Tile (AH14036) | v |

Cancal Copy Detalls to Offer

b) Select whether to retrieve previous details from an offer or a vacancy, and select the contact
details to be copied from the choices in the drop down list.

c) Click on the Copy Details to Offer button. The selected details will then be copied into the
University contact details screen for you to review and update as required.

+* Pull details from anaother offer or vacancy
Contact address:

Contact title: The Old Schools
Trinity Lane
Cambridge
CB21TT

Mr -

Contact name:

Cimen Wirr T
Simon Vi Contact email:

. X simon.virn@admin.cam.ac.uk
Contact’s job title:

Jok Title Contact telephone:

01222 332 444

Contact fax:

02333 444 555

2. Once you have copied or entered the contact details for the offer letter and you are satisfied that
the details are complete and correct, tick the check box to the left of ‘The preceding details are
now complete and correct’:

Confirmation

« The preceding details are now complete and correct.

We don't nesd cenfirmation for you o save these details as a work in progress, but you will not be able to proceed with the offer until confirmation is given.
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3. Click on Save and Next. You will be routed to the next tab in the Manage offer letter section.

Save Save and Mext

You can click on save at any point and the system will save the details you have entered
so far.

If you wish to save and then return to the Offers process later, you will be able to navigate
back to where you need to be via the Offer overview page. The colours on-screen will

remind you which step you need to click back into.

6.2.3 Entering extra clauses

The tab in the Manage offer letter process is Extra clauses. Here you can customise your system-

generated offer letter by:

Entering any other terms and conditions of employment not covered elsewhere (add these in

[ ]
‘Any other conditions’; they will display in the ‘Any other conditions’ paragraph of the offer letter).

You can also additional paragraphs that will appear within the main body of the letter (add these
in ‘Extra paragraphs; they will be inserted as the penultimate paragraph(s) in the letter).

AHO04398: Clerk (Offer to Miss Margaret Brown)

SIsp 3 Manage offer [stter

Extra clauses
You may add additional conditions of employment to appear under ‘Any other conditions” in the offer letter, to cover terms not
mentioned elsewhere.

It is also possible to include extra paragraphs at the end of the letter, if needed.
Any other conditions () Ezdtra paragraphs (0)

Add "Any other conditlons” of employment
Here you can add any addiional farms and condiions io your offar letter that are nof covered alsewhere {Tor example, datalls of working arrangements spaciic fo
your degartmentinssution]. This txt you 3cd will Sppear In the Any Other Conditions s2ction of the offer letiar,

Any other conditions as they will appear in the offer letter:

Save this condition of employment

Any other condlitions

Mo additicnal conditiens have been stated.

Conflrmatlon

The preceding detalls are now complete and comact.
We don't need confirmation far you fo save thesa detalls 38 a work In progress, but you will not be abile to proceed wish the offer unil confirmation Is given.

Copyright © 2015 University of Cambridge Last Modified: February 2015 Page 45



Web Recruitment System — Managing Offers

You may wish to use the other condition facility to inform the successful applicant about any terms
and conditions which are specific to your department/institution (such as any mandatory office
closure periods) or to the position (such as the opportunity for overtime at certain times of the
year).

You may wish to use the extra paragraph facility to inform the successful applicant about any
additional health screening arrangements for the role (beyond the OHF30 Heath Declaration) or
about the arrangements for their first day (if you choose not to use the HR23 Welcome Letter).

1. Add another condition or extra paragraph by clicking on the appropriate tab and typing in the text
as it will appear on the offer letter, then click on the Save this condition of employment or
Save this paragraph button.

Add a new paragraph

Meare you can mod exire paragraphs 10 the ofter letter (for exampls £ you sant 15 provide detsés of e arangements for the applcant's frst day of employment

These o sppear towords e end of the ofer ioher. st before the Bnal standerd coregreph
New additonal paragraph 1ext, as # will appear in the offed lettes

Please report 1o Reception al Sam on your first day and ask for Sarah Jones

Save this paragraph

The condition or paragraph entered will be displayed on the screen:

Extra paragraphs

1) Created by et305 on 19 Feb 2015 18:39
@ Remove

Please report to Reception at 9am on your first day and ask for Sarah Jones.

Save amendments

A pop up confirmation message will also be displayed.

9 Condition added

Please note that the Remove button can be used to delete an extra condition or
paragraph entered in error.
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You can also amend the text for an extra condition or paragraph and click on the Save
amendments button.

To alter the order in which the extra conditions or paragraphs appear in the letter you can
use the up and down arrows to the left of the Remove button.
1) Created by et305 on 19 Feb 2015 15:39
1 @ Remove

Please report to Reception at %am on your first day and ask for Sarah Jones.

2) Created by et305 on 19 Feb 2015 15:42
t @ Remove

For information, | have attached a copy of your local induction schedule for your first week. As you will
see, your first day will include meetings with key colleagues and a tour of the department.

2. Once you are satisfied that the details displayed on-screen on both pages of the Extra clauses
tab are complete and correct, tick the check box to the left of ‘The preceding details are now
complete and correct’:

Confirmation

« The preceding details are now complete and correct.

We don't nesd cenfirmation for you o save these details as a work in progress, but you will not be able to proceed with the offer until confirmation is given.

3. Click on Save and Next. You will be routed to the final tab in the Manage offer letter section.

Save Save and Next

You can click on save at any point and the system will save the details you have entered
so far.

If you wish to save and then return to the Offers process later, you will be able to navigate
back to where you need to be via the Offer overview page. The colours on-screen will
remind you which step you need to click back into.

6.2.4 Sending the system-generated offer letter

The final tab in the Manage offer letter process is Send letter. It involves you checking the system-
generated offer letter, downloading it to send to the successful applicant and recording who sent it and
when.
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{ HR / HR Admin Web Application

Vacancias Offers

Offer overview

1) Confirm offer position
1) Record offer details
3] Manage offer letter

|

|

|

I 4] Record offer cutcome
| 5 Cos details

|

&) Appointment request

Offer history

Key: 2

HR Processing

Reports Admin Logout

AH04398: Clerk (Offer to Miss Margaret Brown)

Siep 3 Manage offer letter M

Send letter

You can view your offer letter here. When all the tabs are complete (35 indicated below) this will be the final version of the letter.
Once you are satisfied that your letter is comect, you will need to print, sign and paest (or sawe and email) it te your successful applcant.

Please then record below who sent the offer letter and when and how this was done. A copy of the offer letter will be saved for you in
the Offer History page when you click on "Confirm offer sent’

Progress: Send ofer TR

Confirmed fabe are tickad. Unconfinmed tabs are Identified in rad.

Vlew the offer letter generated using the latest detalls

4+  Download Offer Lefter ‘

Confirm the offer letter Is complete and correct
Are you satisfied that the offer lzther is completz and correct?

Plzase nots that offers (either verbal or written) are legally binding once accepted. Pleass see the Make an offer and send rejections
section of the Recruitment Guidance for further information.

Confirm

Send the offer letter and record that this has been done

1. Toreview the system-generated offer letter, click on the Download Offer Letter button.

View the offer letter generated using the latest details

+ Download Offer Letter

2. Click on Open on the dialog box.

Open

Save

- Cancel

A PDF of the offer letter will open.
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B E UNIVERSITY OF Elzabath Timperiy-Proece
@¥ CAMBRIDGE

Mr S Ploughman

€704 15th Street North
St Petersburg

Florida

33702

Unitad States of America

19th February 2015

Dear Mr Ploughman

The offer letter includes appropriate text depending on what has been entered during the offer
process. The content is consistent with that of the HR18 Conditional Offer Letter template.

If you require further information regarding precisely how the entered information affects the letter
content, please contact the CHRIS Helpdesk at CHRIS.Helpdesk@admin.cam.ac.uk.

3. Once you are satisfied that the letter is complete and correct, you can use the standard functions
within Adobe Reader (or other PDF reading software) to print and post the letter or attach it to an
email and send it electronically.

Please note: both methods of sending the letter are outside of the system. This is
because of the importance of managing the issuing of an offer letter carefully, the likelihood that
a number of successful applicants will want a hard, signed copy of the letter, and the fact that
recruiters are likely to want to send a personalised covering email to an offer letter that is sent
electronically.

p offerpdf - Adobe Reader

File Edit View Window Help
Open... Ctr=0 o (=) T | [o#]
o p o[- | BB o2 |
Save As »
Attach to Email... ‘A standard and has been opened read-only to prevent modification.
Close Cid+W

E— - E® UNIVERSITY OF Siman Vi
¥¥ CAMBRIDGE oo s
& Frint... Ctrl=P
1 C:\Users\mg666\Downloads'offer pdf rydui s
Camiridge,

2 R\Chris\..\WR Offers R4 DRAFT v0.1.pdf
3 R:AChrish.. \TheVisionBoardExtended pdf
4 C\Users\..\BenefitsData_All_140812 pdf
5 Chlsers'.. \Meeting Notes 20142404 pdf

cbl lwe

16¢h February 2015

Dear Miss Srown
Ree: AHD4328 Clerk

1 aem wery pleased to be abie to make & conditional offer to you af the position of Clerk in the Human
Rezcurces Divisian under the following terms and condon=:

Exit

Start dage: To be agreed

4. Click on the Confirm button to verify that the offer letter is complete and correct.
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Confirm the offer letter is complete and correct
Are you satisfied that the offer letter is complete and correct?

Please note that offers (either verbal ar written) are legally binding once accepted. Please see the Make an offer and send rejections
section of the Recruitment Guidance for further information.

Confirm

Please note: an offer of employment, whether verbal or in writing, is legally binding once
accepted. Therefore, it is important that you ensure that the offer letter is accurate before you
issue it. Please see the Make an offer section of the Recruitment Guidance for key matters to
consider before making an offer.

5. You now need to:
a. Print and post the letter to the successful applicant; and/or

b. Attach the letter to an email and send it electronically to the successful applicant.

Please note: you must remember to send the required enclosures with the offer letter
(listed at the end of the letter). You can find links to all possible enclosures, or information on
where to obtain them, on the HR18 Conditional Offer Letter home page.

6. Once you have (or someone else has) sent the offer letter by post or email, enter the date that
this was done and who sent the letter so that there is an audit trail within the system. Click on
Confirm offer sent.

Send the offer letter and record that this has been done

Once you have confirmed that the offer letter is complete, you need to print, sign and post (or email) with any required attachmenis listed at
the botiom of the letter. If you are not sure where to find these attachments, please visit the HR 18 Conditional Offer Letier page.

‘When was the offer sent?

15-Feb-2015

Who sent the offer?

M Grigas|

Confirm offer sent

A pop up confirmation message will confirm that the details were recorded and a copy of the
letter will be added to the offer letter history:

. Offer Letter Recorded
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You will then be taken back to the offer overview page, which will show the stage of progress of
the offer.

AH04398: Clerk (Offer to Miss Margaret Brown)

Offer overview for Miss Margaret Brown Applicant information

This page guides you through the key steps in the offer process, and indicates the Miss Margaret Brown

progress you have made in the offer for a particular applicant. me@here com

You can navigate back to this screen at any time using the left-hand menu. Submitted: 09-Feb-2015 18:45:49
It is stromgly recommended that you review the Make an offer and send rejections section Status: Conditional offer made

of the Recruitment Guidance before proceading.

I Step 1: Confirm offer position
Step 2: Record offer details

Step 3: Manage offer letter

You will record the applicant’s response to your offer in this step (i e. that the offer has
been accepted or rejected) or indicate that you have withdrawn the offer.

‘ Record Qutcome

Step 5. CoS details

‘ Step 4. Record offer outcome
I Step 6. Appointment Request
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6.3 Recording that a manually constructed offer letter has been sent

Where you have already chosen (see section 6.1) to create an offer letter manually (i.e. outside of the
Web Recruitment System and using the HR18 Conditional Offer Letter template), you will need to
upload a copy of the letter to store it against the vacancy in Web Recruitment.

The offer letter is required by the New Appointment Team when processing the appointment. Uploading
it also ensures that there is an audit trail of the recruitment process for your vacancy.

Step 3: Manual offer

Upload letter

Please record the details of the offer sent to the applicant, and upload a copy of the offer letter.

You might prefer to send a system-generated offer letter instead.

Upload offer letter

+ Choose

No offer letter has been uploaded

How the offer was made

Please enter the following details and confirm how the offer was made.

On what date was the offer sent? What form did the offer take?
Letter
Email

Who sent the offer?

To assist in future development, it would be helpful if you could
indicate why you opted to send your own offer letter:

Save Record Offer Sent

1. Click on the Choose button.

Upload offer letter

+ Choss

Mo offer leftar has bean upkadad

Copyright © 2015 University of Cambridge Last Modified: February 2015 Page 52


http://www.hr.admin.cam.ac.uk/forms/hr18-conditional-offer-letter-template

Web Recruitment System — Managing Offers

2. Select the offer letter file to be uploaded from your file directory.

% Acaseme Tanphes

tiare | D ettt | T | 5= |
Decaing Mo o
m
W Fetaws
L W Dhaces
B W Ve
%S0k Fims
s .
PLE Parren - b
':"‘ Frcers Yy i it
PP
o M M ltvedl et - Siow
& Pt Herore Smemarcs Loge . vace
B e Sewh - o
B 201200 18 M Pemter e Mraemecology Adcve Accna Uoc Qe
& Coeuw T 2000390 00t e NA RAPEN Adcbe Aot Duc 19

T Rerer Patadan RIA T wnd 1 L2 Kok Acrvtat w
o reace 10878 W% 700 1027 Aicke Aoroast 8w
T L ke Acrosat "e
L ety Swew P55 Adobe Aomon & 5
IPEG B
- 490
SFEG e -
E] CIETS =
(o o |
r-a-] ;S ¥ ll Jl..ljw-‘l : A

3. Double-click on the file or click on Open and the offer letter file will be uploaded.

Upload offer letter

+ Chooss

Flig distalla:
Uploaded Date:

Ity Dacuments\Appilcant to send.paf

15-Fab-2015 23:12:20

+ Download Flie

A pop up confirmation will also be displayed.

-‘r- Flle Atftached

Please note that if you have accidentally uploaded an incorrect file you can select the Delete file

action:

Upload offer letter

+ Raplace e

Flie detalis!
Upicaded Date

MAliachmert chack kstdomx
22Fen 2015 135X 51
Y
b Dommlood Fie | v

& hebetn Fin
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The system will then allow you to select and upload a replacement file.

4. Enter details of when the offer was sent, who sent it and the method used.

Howe the offer was made

Plaaze enter the Tollowing detale and confirm how the oifer was made.

On what date was the offer sent? Winat form dild the offar taka?

‘Whio sent the offer?

To ascict in future developmant, It wouwld ba helpful B you sould
Indicais why you opted to sand your oam offer later:

Please also add details of why you opted to send a manual letter to help us identify any possible
improvements to the Web Recruitment System.

You can look at the current offer letter and the offer letter history at any time by clicking on the
Offer History menu tab.

I HR { HR Admin Web Agplication

Vsnches Offers HR Frooessing

Offer ovendew

11 Confirm offer position

2] Reciord offer details

) Manage offar lettar
I 4] Reciord offer putcome
| =icos detsis

I 8] Appointment requast

See the section on Viewing Offer History for more details
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7. Step Four - Recording the Outcome of the Offer

Once you have received a response to the offer from the successful applicant, use the Record Offer
Outcome tab to document this.

Step 4. Record offer outcome

Offer acceptance

Please record whether this offer was accepted or not.

What was the outcome of this offer?

-- Select an outcome -- - Record Offer Qutcome

— Select an outcome —

Conditional offer accepted
Conditional offer rejected by candidate

Conditional offer withdrawn by us

1. Select the relevant outcome from the drop down list.

What was the outcome of this offer?

| Select an outcome — 2 Record Offer Outcome

— Select an outcome —
Conditional offer accepted
Conditional offer rejected by candidate

Conditional offer withdrawn by us

2. Click on the Record Offer Outcome button.

If the offer has been rejected by the successful applicant, you can then revisit the offer
details that you recorded in Step 2, making changes to any required details (e.g. selecting
a different salary). You can then generate a new version of the letter to the applicant. The
different versions of the letter that you send will be recorded in the Offer history.

You do not need to produce a new offer letter for a change in start date unless you have
specific reasons for doing so (for example, the successful applicant requests a letter
reflecting the change).
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If you select ‘Conditional offer withdrawn by us’ then you will not be able to make
further changes and the offer process will end. You should only select this option where
you no longer intend to appoint the individual concerned. Offers of employment are
legally binding once accepted so please ensure that you seek advice from your HR
Business Manager/Adviser before withdrawing any offer of employment.

3. In most cases, it is expected that you will record a response of Conditional offer accepted.

What was the outcome of this offer?

Conditional offer accepted g Record Offer Qutcome

Once you have done so, you will be routed to Step 5 of the offers process, where you will be
asked to confirm and record the CoS details.
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c@@'s

8. Step Five - Confirming the CoS Details

The next tab in the Manage offer letter is CoS details. Here you will confirm whether or not the
successful applicant requires a Tier 2 Certificate of Sponsorship in order to obtain right to work in the

UK.

HR /

Offers

Offer overview

2| Record offer detalls

31 Manage offer letter

|

|

|

| 2 Record offer outcome
| 5)CoS details

6l Appointment request

Offer history

HR Adeie Wat) Application

1} Confirm offer pasition

Reports Adterun Logout

AH04398: Clerk (Offer to Miss Margaret Brown)

Step 4. CoS details B

Certificate of Sponsorship (CoS)

1t I5 very Important Mat we have an scowrate reeond of whether the appicant regures a Tier 2 Carifcate of Sponsorship {Tor sxample, 50 that
the Sysom 0oss Not PArDs data rekadng 1o this vacancy ater 12 months) Flease check and updats this information a5 requiced below:

You can 3iso decide Delow f you would ke [0 use the system 30 reques! that ihe appiicant I0gs Back in 10 provde further detals reguured for
thewr CoS sppicaton Allematvely, you can handie tha yoursslf outeide of Ihe system

Does e applicant require a Tier 2 CoS?

Vo8 - Dut | willl haode e G5 srocem Cutaite e Sysler

Contirm

1. Select the applicable value from the drop-down list following the question ‘Does the applicant

require a Tier 2 CoS?’ and click on the Confirm button.

You can also decide below if you would like to use the system te request that the applicant logs back in to provide further details required for
their CoS application. Alternatively, you can handle this yourself outside of the system.

Does the applicant require a Tier 2 CoS?

Yes - and | will use the system to request applicant CoS information =

Yes - and | will use the system to request applicant CoS information

Yes - but | will contact the applicant outside the system for CoS information

Mo

The drop-down menu shown above provides two options where the successful applicant

Confirm

does require a Tier 2 CoS. Either you will confirm that they need a CoS and that:

¢ You will be emailing them via the system to request that they log back in to their account
to provide the information and supporting documents required for their CoS application;
or

You will contact the applicant outside of the system for the details and documents that

you require for their CoS application.
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It is very important that you record accurately whether or not the successful applicant will be
applying for a Tier 2 CoS. There are longer retention periods for recruitment documentation
where a CoS is needed and the purging function within the system is based on your response in
this step of the process.

a) If the response to the question was No then you will be directed to the next tab in the offer
process, which will allow you to submit an online Appointment Request to the New
Appointment Team.

b) If the response to the CoS question was either of the Yes options, you will need to complete
additional information related to the CoS.

There are on-screen instructions within Step 5 to guide you through the CoS aspects of
the process. If you require further guidance, the Requesting Tier 2 CoS Information
user guide on the HR Systems web pages describes the process in detail for both CoS
options (i.e. where the CoS details and supporting documents are collected online and
where the communication with the applicant takes place outside of the Web Recruitment
System).

The HR Systems web pages also contain a two page quick reference guide to the online
Tier 2 CoS information request process.

3. Once you have completed Step 5, you will be able to proceed to the final part of the process —
Step 6 Appointment Request.
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9. Step Six - Appointment Request

The next and final step in the offer process enables you to make an online Appointment Request to the
New Appointment Team without the need to enter the details into the CHRIS Recruitment Module or to
complete a CHRIS/10(A) New Appointment Form.

In order for the New Appointment Team to be able to process the appointment correctly, a small number
of additional details are needed that have not been captured yet.

As with all of the other steps in the offer process, wherever information is available for the position in
CHRIS, the values are defaulted on the screen so that you can check and confirm them.

There are five tabs to be completed for an Appointment Request:

Step 6 . Appointment request Position details M Supporting documents m

9.1 Entering the position details

The first tab that will be displayed when you click on the Appointment Request menu item is the
Position details tab.

Step 6 : Appointment request Position details M Supporting documents m

Position details

The purpose of this step in the process is to capture further information and documents required for the appointment you wish to make
and then enable you to submit this as part of an electronic appointment request to the HR New Appointment Team. This removes the
need for a CHRIS/10(A) New Appointment Form.

You now need to:

m check any pre-filled details within each tab in this step, updating them as required;
m enter missing information and upload any supporting documents required for the appointment you are making.

You will then be able to submit an electronic appointment request to the HR New Appointment Team. This removes the need for a
CHRIS/10{A) New Appointment Form.

General details HESA research information
Agreed start date: Is the appointee a ‘Research Assistant’ as defined in the REF
B guidance?
20-Mar-2015
No =
) The REF definition of & 'Research Assistant is wider than the definition ususlly

Reportmg manager adopted in Cambridge. Please see the CHRISMO0({A) guidance for further
This is the reporting manager as stored in CHRIS for this position. If this details.

information is incomeet pleaze log in to CHRIS and amend as reguired. Please

note that changes to this information will not be reflected here until the following Unit of assessment:

day.
. . e Aeronautical, Mechanical, Chemical and Manufacturing Engineering ~
No occupant linked to reporting position:

Headteacher University of Cambridge Primary School (Ref:
70031235) This data is required by the HESA* student return and directly determines

funding. The Unit of Assessment is required for staff with responsibility for the
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1. Enter details of the start date that has been agreed with the successful applicant using the date
picker. This will be defaulted with any start date that you entered in Step 2.

General details

Agreed start date:

(<] March 2015 [}

Please note: if you are refilling an existing position, please ensure that any agreed start
date you enter into the system is after the last day of the current/previous occupant’s
employment (unless you have already made arrangements with the New Appointment Team for
an overlap position to be created). If you do not do this, you will see the following warning
message:

Start date:

17-Apr-2015

The position is occupied on this date.
Please email New Appointments and ask them to set up an
overlap position, indicating the date on which you wish to
appoint.

2. Review the details of the reporting manager for the position (as held in CHRIS).

Reporting manager

This is the reporting manager as stored in CHRIS for this pesition. If this
information is incorrect please log in to CHRIS and amend as required. Please
note that changes to this infermation will not be reflected here until the following

Amy

aay.

Mr John Smith
Functional Consultant (Ref: T0026358)

If the details are incorrect, they will need to be corrected in CHRIS. The user guide for amending
a reporting manager is found on the HR Systems web pages.
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a) If HESA (Higher Education Statistics Agency) research information is not required to be
collected for the position, a message is displayed as follows:

HESA resaarch information

earch Information ks not applicable for

b) If HESA research information is required, then further fields will be displayed. Please
complete these (as applicable).

HESA research information

Is the appointee a ‘Research Assistant’ as defined in the REF
guidance?

No -

The REF definition of a 'Research Assistant’ is wider than the definition usually
adopted in Cambridge. Please see the CHRISMO(A) guidance for further

details.

Unit of assessment:

Aeronautical, Mechanical, Chemical and Manufacturing Engineering

This data is required by the HESA* student return and directly determines
funding. The Unit of Aszessment is required for staff with responsibility for the
supervision of post graduate students. It is a requirement that all new academic
and senior research appointments have the Unit of Assessment set. For the
majority of Departments the Unit of Asseszment can be defaulted but you may
override this default value if you consider it to be incorrect. Where no default
exists this will be shown as “no default”. A list of default values can be found in
the CHRIS/MO({A) guidance.

Please note that it is very important that this information is provided and that this is done
so accurately, wherever applicable. The University is required to report to HESA annually
on this data and it affects the funding that we receive.

4. Once you are satisfied that the details displayed on-screen are complete and correct, tick the
check box to the left of ‘The preceding details are now complete and correct’:

Confirmation

« The preceding details are now complete and correct.

We don't nesd cenfirmation for you o save these details as a work in progress, but you will not be able to proceed with the offer until confirmation is given.

5. Click on Save and Next. You will be routed to the next tab in the Appointment Request section.
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Save Save and Next

You can click on save at any point and the system will save the details you have entered
so far.

If you wish to save and then return to the Offers process later, you will be able to navigate

back to where you need to be via the Offer overview page. The colours on-screen will
remind you which step you need to click back into.

9.2 Entering clinical role details

Where a role has clinical duties, there is additional information that is required for the appointment.

Clinical roles

If this is a clinical role, then some further details are required.

Is this a clinical role?

fas "

Please supply the following information

Clinical contracts:

Medical registration number:
— Please select —

Healthcare professional

specialty: Clinical sub-specialty:

— Please select — - -— Please =zalact -—

Iz NMC registration required: Regulatory body:

— Please select — - --- Please select —

1. Confirm whether or not you are appointing to a clinical role, using the drop-down menu

Is this a clinical role?

Yes I

— Flease select —
Yes

Mo
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If a clinical grade was selected on the _Remuneration tab in Record offer details (or
defaulted to a clinical grade from CHRIS) then the default for the ‘Is this a clinical role?’ field
will be set to Yes. Please amend the default as required.

a) If No is selected, no further information is required on this tab.

b) If Yes is selected then the following screen will be displayed so that you can enter the details
that the University is required to collect for HESA:

Pleasze supply the following information
CHlnical confracts:

— Fizggs sElct — =

Haalthcars professional apacialhy:

— Fizggs sElct — =

Ie WMIC regletration required:

— Fizggs sElct — =

Medical regietration number:

Clinical subspaciality:

— Pluzse saiect —

Regulatory body:

— Pluzse saiect —

4. Enter details of the type of clinical contract from the drop-down menu.

Clinical contracts:

i - Please select —

Honorary contract required (CRUK CRI)
Honorary contract required (Clinical Appointments)

Mo

— Pleasze zelect —

Please note that you must complete select that an Honorary Clinical Contract is required

here in addition to this being listed as a required screening check in Step 2.

5. Enter the Healthcare professional speciality and Clinical sub speciality from the drop-down

lists.
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Haalthcans professional spectality] Clinical subspeciality:

Colnicsl Prychalgy -

1

{ - Pleass select -

— Please select —

= Accident & Emergency medicine

i »

Additional dental spedalites

Acute medicing

Armmsihetics | |
Artthempy Allergy

i Demisiry Audiclogical medicine b
Dil=betics.

Blood transfusion medicine
y ‘Seneral Praciice

4 T 3
n

e i —_

Note that the values listed are those supplied by HESA. If you find that the sub-speciality
that you require is not in the list then please contact the HR Analytics team for advice.

6. Use the drop-down list to indicate whether the successful applicant is required to be registered
with the Nursing and Midwifery Council, that is, whether NMC registration is required.

Is MMIC registration required:
- Plegse selact — -

— Please select —

fes

Mo

Please note that you must record this requirement (as applicable) in addition to specifying
NMC Registration as a screening check.

7. Enter the successful applicant’s medical registration number.

Medical registration number:

8. Enter details of the successful applicant’s Regulatory body from the drop-down list.
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Regulatory body:

--- Please select —

Health Care Professions Council (HCPC): excluding social workers in Englan
Health Care Professions Council (HCPC): social workers in England
MNorthern Ireland Social Care Council (MISCC)

Royal College of Weterinary Surgeons (RCWYS)

Scottish Social Services Council {5355C)

m

The Nursing and Midwifery Council (NMGC)

The Pharmaceutical Society of Morthern Ireland (PSHMI) -
4 I 3

Note that the values listed are those supplied by HESA. If you find that the value that you
require is not in the list, please contact the HR Analytics team for advice.

9. Once you are satisfied that the details displayed on-screen are complete and correct, tick the
check box to the left of ‘The preceding details are now complete and correct’:

Confirmation

' The preceding details are now complete and correct

Ve ton't need confirmanon for you D save these Oetals as 2 9ok i progress. but you will not be abie D proceed with the offer uriil confimmation & gver

10. Click on Save and Next. You will be routed to the next tab in the Appointment Request section.

Save Save and Next

You can click on save at any point and the system will save the details you have entered
so far.

If you wish to save and then return to the Offers process later, you will be able to navigate
back to where you need to be via the Offer overview page. The colours on-screen will
remind you which step you need to click back into.

9.3 Entering costing details

The next tab in the Appointment Request process is Costing. Here you will check and update the
funding details for the appointment.
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# HR ¢ HR Admin Web Application

Vacancies Offers HR Processing Reports Admin Logout

AH04398: Clerk (Offer to Mrs Margaret Brownley)

| 1) Confirm offer position
| 2 Record offer details FLTITL
I 2} Manage offer letter Pleas= supply or upds?e the initial funding detsils for this sppointment, as at the individual's start date. We do not need to know about
future changes to funding here.
4} Record offer outco
I ' e e Please note:
I 3] Co details if you make a significant change to funding details already isted below (for example, from a grant account code to a cenirally-funded
. account code) this may invalidate the permission to fill granted for your vacancy and delay the processing of this appointment. Please
I 6) Appointment request o . ) R .
consult your School Finance Manager for advice if you are unsure whether to proceed with a funding change.
Offer history
Funding details
ey 0 EZY @ treoven tnang totsis 100 peroent. S
You may amend the provided detsils by clicking on Type: OTHER
the sccount code or percentage. Code: * U_AHAHBA ABAACIEAODO0
Percent: * 100
@ Remowve

Confirmation

The preceding details are now complete and correct

Wiz dont n2ed confiMmation for you to s3ve thaee delalls a5 3 work In pragraes, but you will not be able b procesd with the offer untll canfirmatian I givan.

Save and Next

The funding displayed initially will reflect that held for the position in CHRIS and any details that were
entered when permission to fill was requested in RAS.

Funding details

@ T given funcing totis 100 percent ™
You may smend the provided detsils by clicking on Type: OTHER
the account code or percentage. Code: * U AHAHBA ABAACIEADDOD
Percent: * 100
# Remove

1. If any of the funding details are incorrect then you can:
a) Click in the fields showing the Code or the Percent to edit them.

Type: OTHER

Code: *
o U.AH AHBA ABAL CJE2 Y ®

Percent: * m o ®

Update the details and then click on the tick next to the field in order to save the changes.
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b) Click the remove button next to the check in question:

Funding details
.

Type: OTHER
Code: * J_AH AHBA ABAL CJEA DDOD
Percent: * 100

@ Remove

The funding entry will then be removed from the list.

2. To add new funding details, select the Funding type, enter the Account code and the percent
that this accounts for and click on Add Funding.

Funding

Grant
type:
& Cither
Account ||| 4 AHBA ABAA CJEAOO0D
code:
Percent:

1000 |%

*fiou still need to account for 100% of
the funding

Add Funding

The new details will be displayed on the right hand side of the screen.

Funding details
The given funding totss 100 peroent. T S
You may amend the provided details by clicking on Type: OTHER
e Ml 2 g2 Code: * ULAH AHEA ABAA CJEA.DDOD
Percent: * 100
o Remove

Please note that the funding details must total 100% or you will not be able to select ‘save
and next’.

Please also note that the funding details should reflect the funding that applies at the start of
employment. Future funding details are not required.
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If you make a significant change to funding details already listed (for example, from a grant
account code to a centrally-funded account code) this may invalidate the permission to fill
granted for your vacancy and delay the processing of the appointment. Please consult your
School Finance Manager for advice if you are unsure whether to proceed with a funding change.

3. Once you are satisfied that the details displayed on-screen are complete and correct, tick the
check box to the left of ‘The preceding details are now complete and correct’:

Confirmation

« The preceding details are now complete and correct.

We don't nesd cenfirmation for you o save these details as a work in progress, but you will not be able to proceed with the offer until confirmation is given.

4. Click on Save and Next. You will be routed to the next tab in the Appointment Request section.

Save Save and Mext

You can click on save at any point and the system will save the details you have entered
so far.

If you wish to save and then return to the Offers process later, you will be able to navigate
back to where you need to be via the Offer overview page. The colours on-screen will
remind you which step you need to click back into.

9.4 Adding details of supporting documents

The next tab in the Appointment Request process allows you to upload the required supporting
documents or confirm that you have posted them to the New Appointment Team.
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I HR { HR Aamin \Web Application

Wacancies offers HR Processing Reparts Logaout

AHO04398: Clerk (Offer to Mrs Margaret Brownley)

1] Corfirm affer pasition

2] Fomcord offer details

21 Wanace ofer lther Thara are 3 number of documents that the HR Naw Appalntment feam requires In order 1o procass this appoimtment for you. These
= == woulkd previously have besn e atiachments sent with the CHRISO{A) Appointment Form.

Supporting documents

2] Cos details

|
|
|
| 4 Record offer cutcame
|
|

9} hppointmant raquast The following documents still need to be provided before an appointment request can be made:

offer history m Copy of NMC reglsiration carifcateicand, signed
» Clinkcal appointments: Copy of hanorany cantrack
way: | compinta | w 06 check application fom

= HR1Z pover choot for DEE Apploatlan Fomc

Please olick on the drop-down menu undemeath the Typa of document’ heading balow and, In fumn, select each relevant atiachmen
type and:

» Progesd with uplaading the document; or
w Indicats that you are going o post the document i the Mew Appointmen t2am

Type of dacument

— Flzsss selact — =

Document Fllenamsa Ramove
Mo reconds found.

Confirmation

Ve don't nead confimmation for you bo save These detmlls &5 & work In progeess, et you will mot be able bo procz=d with the offer untl confirmestion s gheen

Save and Nexd

1. Based upon the details you have entered in the Web Recruitment System during the offer
process up to this point, the system displays a variable list of the supporting documents needed
for the appointment.

Each of the documents listed on screen is mandatory for the appointment.
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Supporting documents

There are a number of documents that the HR New Appointment team requires in order to process this appointment for you. These
would previously have been the attachments sent with the CHRIS/10(A) Appointment Form.

The following documents still need to be provided before an appointment request can be made:
m HR4 form for appointment above bottom three on grade

m Clinical appointments: Copy of honorary contract

m Signed copies of original right to work documents

m HR21 security and basic disclosure cover sheet

m Basic disclosure application form

Further supporting documents that you may need to provide in certain circumstances are found
in the drop-down list.

Add a supporting document

Pleass choose e typa of document to add. and ether upioad it or mdiale ]at you & going 10 post ha documant 10 the New
Appoirdment team
Type of documant

Please seloct \il

HRA ftom for agporament above bottom inroe an grade (Mandxiory

Filename Remove
s Chncal mpponiments: Copy of honotary contract (Mandalory
= Sgned Copies of ONgng Ngnt 1 work gocuments (Manaaory )
HR2 rity and basic Asclosure caver shoet {Mandatory )
D Bas Laute appscabon form (Mandxiory)
AL e wite

¥ Weicome Lettor (whars RTW astabishod on St day of work) ot b ubin I Srocead with he t¥er ustE Lotdrmation is gven

HA3S Tier & non-setcher Suoplemartary apportments foems

For each of the mandatory supporting documents, select the document from the drop-down list.

Typse of document:

{ Acc=phance imtter i

— Please ssiec —

Cinical appointments: Copy of honorry commct (Mandstary)
HR1S cower sheet for DES Appilcation Fomms (Mendatory
\sicnme Later (whers RTU ssteblihed an first dey of wark)

HRZE Tier 4 nen-swicher suppiementary sppaintmants fomms

a) If you wish to upload an electronic copy of the document, click on Upload a document and
then the Choose button.
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Plaasa Cick on the drop-down menu undemasth the Type of dozument’ heading below and, In tum, siec 230 reizvant stachmant
fype and:

m Procesd with Upioading the document; or
m Indicats that you are going to post the document b the New Appoiniment team

Typs of document

{ Copy of NMGC registmtion cerificateioand, signsd (Mandsiany) A

B Upkced 8 document

Add es dooument belng posted io the New Apocintment t=am

& Chigss

Select the required document from your file directory.

Ty e SRS —. = 00 [ e My e B4
Omprery = Mokl = e
ks [ | 20wt | 7 |5 1 jo4
W Dwsiesn = Parvsy_Corcent_Sevoee_Ad_\MA o 1N NG W Teosed 148
B Dvwian ] Pommning Fohom - Toctwokigy NG Usdee 2 01 N% Moo Werg 87 UL
Ppmg. Sacin ) Stane Wes Fcratmann S0 e 1 MG PSRN i
:':"' —ye ] PV 3 1 Coggs Revvmtior W W
RSP TVS 2 M Gingpe DNacaaer 2114 o
Yieb Roca et _Mecutmert Pomcts Eamae CT
S i £20_fecutmart Prgects Etmas e
Yok Flecrat miwme 1 o e
) PuAuE 11 0_RRS Lver Groun Ageeda 2211 UL
)P cators 8
1) Pre o S - Dot o CHES5 10A K22 423 448
) Prmacx Gooum Agavdin 25138522 " 5 hE
Praper wgy N3F R 148

105 masn RAS V7 57 - RAS sen v3 8 3 muwn b ]
W] Cuasora oy wee 2 732 11> Morms Wit Cos nn J

B)r2 v v Me—ra trw Vo "

& Fody bochas 1 e Uk
i Faty ook Mmook Excet Com L
W hows EIRAS 23 0TI Ao Ve O B
& st L) FAS s 1y wiense sharowg) Ao 1o Ot wrnd Evm Wer 0w
S FAS Hpainet Doourmsrranen w) (omnety vaIunNe Mowat Ware Do 3]
B AT R4 backeg - v2 0 G Live 013 1397 Meacash o Wi =

) RAS Rt Ot s Flgaeepoied 19N0 . DIV B0 Mcaect Fac o :‘I

Frsame (74 pezcng somn ihet o [saFere B

s I S [ 1L m

Double-click on the file or click on Open. The document will be added to the appointment
request and this will be displayed on the screen.
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i
[=1
1]

Upioad Successful My Documents'PS pending screen shob.docx |8 uplo

Typs of documsnt

— Flemse sElect —

Document Fllenama

Caopy of NMC registrafion certificabeicard, slgned mm MMy Documents'PS panding screen shol.doce -]

Ramows

b) To record that you are posting the document to HR, click on Add as document being
posted to the New Appointment team and then click on the Add button.

Type of document

D2 chack spoilcation tem (Mendatory

8 Agd ex document belng posted 1o the New Appointment tzam

Aod

Details of the document being posted will be added to the Appointment Request and this will

be displayed on the screen.

Document Fllsnama
Copy af MG registra®ion certificatelcard, signed m Moy Documents\P5 pending 6creen shof docx
DS chack applization form Document pasted

Ramiowve

Note that any documents listed as being posted will also appear on a downloadable
cover sheet that can be printed off when the request is confirmed and sent to the New

Appointment Team along with the posted documents.

Note that where there is no Appointment Committee, other accepted records of approval

to appoint can be used for established positions.

Other accepted authorisations for salary determination (e.g. from the Vice-Chancellor for
a Professorship) can be used in place of an HR4. Please see the Determine the starting

salary of the Recruitment Guidance for information.

2. Once you are satisfied that the details displayed on-screen are complete and correct, tick the
check box to the left of ‘The preceding details are now complete and correct’:

Confirmation

+ The preceding details are now complete and correct.

We don't need confiration for you to save these details as a work in progress, but you will not be able to proceed with the offer unfil confirmation is given.
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3. Click on Save and Next. You will be routed to the next tab in the Appointment Request section.

| Save ‘ Save and Mext

You can click on save at any point and the system will save the details you have entered
so far.

If you wish to save and then return to the Offers process later, you will be able to navigate
back to where you need to be via the Offer overview page. The colours on-screen will
remind you which step you need to click back into.

9.5 Submitting an Appointment Request

The final tab in the Appointment Request is Submit. Here you submit an electronic request for an
appointment to the New Appointment team.

This replaces the need for you to record details in the CHRIS Recruitment Module and return a
CHRIS/10A New Appointment form.

Step 6 : Appointment request Position details M Supporting documents m

Confirm appointment request

Please use the text box below to give any additional information to the New Appointment team that they will require to process this
appointment correctly.

+ Download Cover Sheet

Progress: Appointment request Clinical roles v Supporting documents v

Confirmed tabs are ticked. Unconfirmed tabs are identified in red.

Additional Comments:

m Once you are satisfied that all required details and documents have been provided, please click on the Submit appointment request

button below. This will send an electronic appointment request to the New Appointment team. It replaces the CHRIS/MO(A) New

Appointment form.

Please remember to post any documents that you are sending outside the system immediately.

Failure to provide complete and accurate details and supporting documentation may delay the processing of an appointment. Please

also note the monthly deadline for appointment requests.

m Please remember to follow any additional HR processes for your appointment, for example, requesting a health assessment or a
research passport.

Submit appointment request
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1. If you indicated on the previous tab that you are posting one or more supporting documents to
the New Appointment Team, click on the Download cover sheet button. You will not need to do
there are no supporting documents that you need to post.

+ Download Cover Sheet

2. Click on Open in the dialog box.

Cpen Save | "l Cancel

A cover sheet for your supporting documents will be downloaded.

Bl UNIVERSITY OI
<Y CAMBRIDGE

New appointment - cover sheet for supporting documents

Send this cover sheet to the New Aspoidment team with any appointmeant Jocuments nhich Jou need (o send by post
Piease soe the izt bejow and indicate the document tha? you have enciosed.
Pleace see hmpiwaw . he admin.cam.ac.ukicontazt-us for New Appointment teams contact detalls.

[asoomtes gem Recruner getmiz |
Titke Mrz Name: Margaret Griggs
Sumame Brownley Small . margaret griggshedmin.cam.ac uk
Forname Margaret
vacancy:  AMD4338- Clerk

Depamment Human Rezources Divizion

Pozition 70033375

Supportng cocuments

Document names I Coz
[0 copy of the contract with the recruttment agency (where used for thiz recrultment Y

[0 o83 check application torm

[0 HR13 cover zheet for DBS Appiication Forms

[0 copy of the recrumment agency’s Involce {where used for this recrultment Y
O canica Copy of honorary
Fagelofl 16-Fep.18
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3. You can then use the standard functions within Adobe Reader (or other PDF reader) in order to
print the document:

1€ Uvery' w8 Dvwesost s off
RO, W Ot 34 DEAST o2 Lt S e e e e e o -
1R Cwr, Thwimmon foetiaerdee 38
A0 o', BereitsOste N 142510 00
H R s i
Fo

[ e ———

a

e e

Once you have completed the rest of the steps in this part of the process, you will need to
post the cover sheet with the supporting documents to the New Appointment Team. Failure to do
so may result in a delay in the processing of the appointment.

4. Check that all of the Appointment Request details have been added and that all of the tab
statuses are green, otherwise you will not be able to submit the Appointment Request.

Progress: Appointment request Ciinical roles o Supporting documants »

Confimmed s ans tcked. Unconfirmed faiss ane identified inred.

If any tab is red, click on it and enter the missing details (and/or confirm that the relevant screen
is complete and correct by ticking the check box).

5. Add any Additional Comments which you believe that the New Appointment Team will require
in order to process the appointment effectively. For example, you may need to specify if one of
the allowances/supplements to salary needs to be charged to a different cost code.

Additional Comments:

6. Once you are satisfied that you have provided all of the details required for the appointment,
click on the Submit appointment request button.
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Submit appointment request

7. A message box will be displayed so that you can confirm the submission.

Confirm Submission

Ciocuments to follow

Yoas hawe Indicated that the folowing documents will be posisd 5o the: HR New Agpointment Team.
Flease ensure that you do this &5 soon 25 possioie Hyou have not elready done sa:

Clinloal appalnémenic: Cogy of honorary sontraok
DE & chook applcation form

HR18 cover cheat for DE & Apalicetion Fomes

Yioin are ainout o submi this Appolntment Reguest io the New Appointment Team for processing. Onoe
submifisd, you wil not be abie o amend this Equess

Are you SUre you wish o continuee?

Mo, scntimus sdiging WBE, sulmit appoirtmant requact

Click on the Yes, submit appointment request button.

Your request will appear immediately in HR’s section of the Web Recruitment System for the
New Appointment Team to receive and action (as shown in the screen shot below).

Appointment Requests recaived

Dectate Iranvaters completed with i The Last 99 deys

Tramas Progeees Jus Detaihe Submatied Lo Scrvening Checks Acnzas

Contficety v Sporaarstly BegehadEssarte
Ryt s wark o e LK

Nonwsserrsel
Wy Marparet Browrdey IO

ANCLINE: Coweh
Stary Dare: 23 Fo

Please remember: you no longer need to transfer the successful applicant to the
CHRIS Recruitment Module, record offer details there or return a CHRIS/10A form
where you have followed Steps 1-6 of the offer and appointment process in Web

Recruitment.

If your appointment requires any of the following, don’t forget to follow the relevant HR
processes outside of Web Recruitment that are separate from the Appointment Request

process:
¢ Occupational Heath checks (beyond the OHF30 Work Health Declaration);
e Research Passport; and

e Honorary Clinical Contract.
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8. A pop-up will appear on your screen asking if you wish to complete recruitment for the vacancy.

Confirmation - Completion of activity in Web Recruitment

Are you sure you want to complete recruitment for the vacancy GC00628: Research
Associate?

I confirm recruitment activity for this vacancy is now complete within Web Recruitment. | understand this
will make the vacancy read-only, and that this action is not reversible.

Cancel

‘Completing recruitment’ means confirming to the system that you will be not taking any
further action in Web Recruitment for the vacancy that you have been working on. It has the
effect of making the vacancy read-only and applying the appropriate part of the University’s
retention policy for recruitment documents to it.

Once you confirm to the system that you have ‘completed recruitment’, it will purge any data
which identifies unsuccessful applicants one year after the closing date for the vacancy (except
where the successful applicant required a Tier 2 CoS when longer retention periods apply).

You must ‘complete recruitment’ when you know that you:

¢ Will not be making any further offers or Appointment Requests for the vacancy (e.qg.
because you have made all of those you intend to make or because the vacancy has
been withdrawn after an unsuccessful process); and

¢ Have no other actions to perform in the system (e.g. you have recorded outcomes for
all stages of the process, sent all rejection correspondence and received references
that you have requested using the system).

The system will warn you if it looks like you may have other actions to take before
completing recruitment yet by including relevant messages in the pop-up window. In the example
below, the message is informing you that you have other positions attached to the vacancy that
have not been filled yet.

Mot all positions for this vacancy have been filled.

a) When you are satisfied that you are ready to ‘complete recruitment’, tick the check box in the
pop-up window and then click on Yes, complete recruitment.
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Are you sure you want to complete recruitment for the vacancy GC00628: Research
Associate?

+ | confirm recruitment activity for this vacancy is now complete within Web Recruitment. | understand this
will make the vacancy read-only, and that this action is not reversible.

Cancel Yes, complete recruitment

You will be returned to the Vacancies screen.

Vacancies

P Find Agpcant

VoW $3CINIes WY e
2 3 A poralie A 1 i
Job Retarence
- Job Titke 2 Status
: Closing Date = Applcenta Actions Accuss

G4as Aectaariant Clan Asomit chovad 15Fwe-301 A Mumnge Viscsney AQeHIS 1000
AHRO45E Computer Ctfcer Agvant tizeod 15F 02018 1 & Manape Vacency Aomisistranor
A0 Computer Ctfem Aot clomag 1%-Fue- 201 8 Maruis Vecenty Aderrzrali 400t
AHI04ST oMt Offcec Adven v o-Fob 2015 & Masape Vacancy Ademistracor
AHOUEDS Pragramming OfcerfUAR| Advert ha 2D Fan 2015 & Marage Visancy Administranor

b) If you are not yet ready to ‘complete recruitment’, click on the Cancel button in the pop-up
window.

Cancel

You will be routed back to the Offer overview screen.
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| HR | HRASmIn Vet Appiication

Vacancies Offers HR Processing Reports Admin Logaut

AH04398: Clerk (Offer to Mrs Margaret Brownley)

offer :
oeanaaw Offer overview for Mrs Margaret Brownley B
Appointment has bean
. Trik= paps Quldes you MOUgh the Key S12ps I the affer process, ang Indicatss e requested
| 2 canfirm affer pociticn BRIGIEEE YOU RAVE Ma2 In e offer far 3 panticular applicant. q
| 2 Record offer deteils ¥ou £an navigate back to this Ecreen 3t any ime Lsng the IEf-hand menu All ceclians have Daen complated
and the affer hae been sem o
| 31 Mannge affer letter ltIs sfrongly recommended that you review the Mala an offar and send rejections section Mew Appointments.
| &) Record offer cuteame af Mg Recrultment Gultance before procesding.
Navigate to Vacancy
| =)oz detats
| & sppaintment request Step 1: Confirm offer position

Applicant information

o

offer history tep 20 Record offer details

Mirs Margarst Brownley
margaret grggsghEcmin.cam.2c Uk
Step 2: Manage offer letter Submitied 11-Feb-2015 15:48-37
Stalus: Appointment request
Step 4: Record offer outcome made
Step 5: Co$ details Complete this vacancy

Compiesa this vacancy If e
Step 6: Appointment Request recrultment pracess le complesad
far all pesitions.

ey £ = |

Here, you will notice that the applicant’s status will confirm the appointment request has
been made:

Appointment has been
requeasted
& gactiong have been completad

and the offer Mas been s2n 1o
New Agpoiniments.

Mavigate to Vacancy

Applicant information

Mre Margarst Brownley
margaret grigge@acdmin.cam. 22 uk

Eupmitad 11-Feb-2015 1546237

Ztafus: Appointment request
made

You will also see that you can ‘complete recruitment’ from the Offer overview screen by
clicking the Complete Vacancy button at the bottom right-hand side of the screen. You must
do this as soon as you have finished your work on the vacancy.
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Complete this vacancy

Complete this vacancy if the
recruitment process is completed
for all positions.

Complete Vacancy

It is very important that you do this so that the system can apply the correct purging process
for the information and documents held by the vacancy. This drives compliance with data
protection legislation and immigration requirements in relation to record-keeping. Please see the
‘Managing vacancies and applicants’ guide on the HR Systems pages for more details on
completing recruitment.

10. If you navigate to a vacancy after you have completed recruitment, there will be an on-screen
message to remind you that recruitment is complete.

Vacancy overview

Recruitment is complete for this vacancy, it is now read-only

If after completing recruitment you find that there is an unexpected action that you do need
to take in relation to the vacancy, please contact the CHRIS Helpdesk.
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10. Viewing Offer History
A record is kept for each system-generated or manually uploaded offer letter that is recorded as sent.

Changes made during the progress of one patrticular letter are not saved. The Offer history records
only offers actually recorded as being made to the successful applicant.

To view the Offer History:

1. Click on the Offer history menu item on the left hand side of the screen.

Offer overview

1) Confirm offer position
2] Record offer details
3} Manage offer letter

4} Record offer cutcome

5} Cot details

I 6} Appointment request

2. A list of the offer letters recorded as having been sent to the successful applicant will be
displayed.

Offer History

Below is a list of all letters sent in relation to this offer.

File Sent By Sent On Download

A system generated offer letter M Griggs 13-Feh-2015 * Download Letter

The details recorded are whether the letter was system-generated or manual, who sent it, when
and a copy of the letter.
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11. Searching for an Offer

Follow the instructions below if you wish to search for an offer that you have started and then saved
part-way through the process to return to later (for example, because of a natural pause between an
offer being made and the outcome being known).

1. Click on the Offers tab at the top of the screen.

Vacancies HR Processing Reports Logout

The Offers tab lists all of the offers for the vacancies to which you have access.

HR: / HR Admin Web Applicatian

Wancles Offers HR Processing Reports Admin
Offers in prograss
This page allows you bo manage offers accroxs all vecancies o which you kewe access. Once an offer hes bsen kansferred i Mew Appoiniments & will not show on this list, o view compieted offers use the
aption below.
nciude applicants with the stetus Offar Complets
Applicant Name = Job Tita =
Offar Progress Offar Datalla Actiona
NIMD4155 "Asskstant™ Dirzctor of Status: Condbions! offer accapled
Dr Sleve Pinker # Manage Offer
e ’ Resaaroh’ CHRIS Poaltion: 70032003 L
AKD43TT: Administrative OmearUnstt statue: Condiionsd oifer refected by candidsie
v Kara ! - # Manage Offer
LR e e TRy Acd Riid] CHRIS Position: 7005330 :
S Statue: Active
M Simon \im AHD4385: 5V Aselstamt C5 tes #i Manage Ofer
e = CHRIS Posltion: 70033378 L
siatue: Condtionsl offer accepied
r 5 HO438T: S = =gt # Manage Offer
M Simon Wim AHD4ZET. SV Acsletzmt M 1est CHRIS Position: 2
- T e Siatue: Conditionsl offer accepied \anage Offer
. ET% Ware Margaret Brownlay NQ04413: Cleaning Supandso CHRIZ Position: 24113 L] ]
N status: Active
r v 04258: Clinlcal Reseanch Assoclate Manage Offer
I Phillp Halwood MNE042! finical Reeearch iate CHRIE Poaltion: # i
LBO4365: Chief Bullding Senvices Status: Condbions! offer accapled
[ 4 # Manage Offer
— ST fire Fien Suif Teennician CHRIS Position: 70033255 2
= e o - siatue: Condtionsl offer accepied
- = 307  Dale Fillow Manage Orffer
[T Oir Forename Sumame JROL307: Sir Hanry Dale Fellow CHRIZ Posifion: 70033170 i a}
e = atatue: Active
MIEE Janet Smith AHD402%: Resaarch Assootate # Manage Offer
B - CHRIS Posltion: 2
BN s Margrst Brownin AHIA338: Clerk Statue: Canatiana) ofer Sccepted # Marage Ofter
= - 8 ATt e CHRIS Posltion: 70033373
{107E) 123256 | = = | 10H
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2. By default, only offers where an Appointment Request has not yet been made are shown. If you
would like these to show, tick the check box shown below:

Include applicants with the status Appointment request made

3. Identify the offer you require by seeing it in the list or by applying a filter (i.e. type in the Applicant
Name or Job Title field but do not press enter).

Apgplicant Name © Jab Title 2 =
Offer Progress o : Otfer Datalls Actions
Maraarut]

— Mrs Margaret Browrey NQG4a Dervis Status: Condbonal _m:.-':):'r.i:.'c-.‘ A Maraage Offsr
CHRIS Position: £4113

Status: Condi

M=s Margaret Broanng AHDS Clasth
[T, T Y5 Margaret Brownng CHRIS Position: 700

R Maraags Ofiss

4. Click on the Manage Offer button.

# Manage Offer

You will then be directed to the Offer overview for the selected Offer:

Offer overview for Mrs Margaret Brownley

Thils paga guides you through the key staps In the affer procaes, and Indicates the
DrOgress you have macs In the offer for 3 particular applican.

foU can navigate back to thie scr2en at any ime using the lef-hand menu

It 5 stromgly recommended ihal you review the Maks an off2r and send rejections s2ction
af e Recrulimeant Guldance bafore proceading.

Step 1: Confirm offer position
Step 2: Record offer details
Step 3: Manage offer letter
Step 4: Record offer outcome

Step 5: Cos details

Thie stap alliows you 1o s2nd 3 Cob raguest to an applicant (f necassany

Cod detalls

Step G: Appointment Request

Copyright © 2015 University of Cambridge Last Modified: February 2015 Page 83



Web Recruitment System — Managing Offers

12. Exceptions to the ‘Standard’ Process

12.1 Under-appointments: Research Assistant/Research Associate

Where a job has been advertised as a “Research Assistant/Research Associate”, departments/
institutions often wish to appoint a candidate as a Research Assistant pending award of their PhD, when
he/she will become a Research Associate. The system provides facilities to generate an appropriate
offer letter and make an Appointment Request in these circumstances.

You should read the section of the Recruitment Guidance on Research under-appointments before
making such an appointment.

1. On Step 1 Confirm offer position, you should tick the box under “Appointment to be made as a
Research Assistant, pending award of PhD”.

Position details
Please confirm the following details about the position to be appointed.
Position to be appointed: Basis:
70032807: Research Associate = Unestablished v
Changing position basis may invalidate your permission to fill, cause errors

in your offer letter, or delay the processing of your appointment. Please seek
advice from the New Appointment team befere making any such change.

Appointment to be made as a Research Assistant, pending
award of PhD:

2. On Step 2 Record offer details, you should enter a starting salary of Grade 5, point 38 on the Pay
tab. The offer letter will automatically include the appropriate wording about the salary changing to
Grade 7, point 39 upon award of PhD.

Grade:

Grade 5 =

Are you offering a salary in the contribution range? :

Grade point:

035 (£27.564) M

Guidanc e on determining the appropriate salary to offer to the successful candidate
tan be found in the Determine the starting salary section of the Rec ruitment

Guidance.
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3. On Step 3 Manage offer letter, you may wish to add other conditions to the offer letter in the “Extra
Clauses” section to reflect any requirement that the person must obtain their PhD within a certain
period of time.

12.2 Appointments still requiring a CHRIS/10 or CHRIS/10A Appointment Form

In some cases, it will not be possible for you to use the Web Recruitment System to generate an offer or
an Appointment Request. This will normally be because:

1) You (or a colleague) used new RAS to request permission to fill but did not advertise the
vacancy (for example, because an agency is being used as the sole means for sourcing
candidates) or the vacancy was advertised but a decision was made not to invite online
applications through the Web Recruitment System. As a result, there are no vacancy or
applicant details within Web Recruitment for you to use in the offer and appointment process

AND/OR

2) The position being appointed to is one which has particular complexities that cannot currently be
handled by the Web Recruitment System. These are as follows:

e Munby Fellows;

e Marie Curie Fellows;

e Herschel Smith Fellows;

e Library Invigilators;

e Wellcome Trust Fellows;

e UBSS technicians;

e Cambridge Archaeological Unit;

e Appointments where advertising is by a different department or institution; and

e Ceremonial Offices.

Where scenario (1) described above applies, a CHRIS/10A will still be generated and issued to you by
the New Appointment Team. You will still need to create an applicant record manually in the CHRIS
Recruitment Module as described in the Leavers and Recruitment Process user guide.

Where only scenario (2) applies (i.e. Web Recruitment has been used for receiving online applications
but the vacancy is one of those listed above) then you will need to use the CHRIS/10 form, which is still
available on the HR Forms pages.

Please note that you can no longer transfer applicant details to the CHRIS Recruitment
module from Web Recruitment.

12.3 Situations requiring a manual offer letter

There will be circumstances where the system-generated offer letter is not appropriate for an
appointment. For example:
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o If full-time assistant staff in your department/institution work additional hours in return for a
higher holiday entitlement;

e There are non-standard full time hours (e.g. 37 hours for assistant staff instead of the standard
36.5);

o Where the person receiving the offer will be in receipt of salary protection; and

e Appointments to a zero hours contract where the salary will not be shown properly.

In such cases, you will need to create an offer letter manually.
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