[image: image1.jpg]<>

University of

St Andrews

FOUNDED

1413













Details of Appointment
                                                                        (Academic Staff) 
Human Resources


	Vacancy Reference Number

	 


	Name of Appointee


	


	Job Title
	
	
	School/Unit
	

	Start Date
	
	
	End Date (if fixed term)
	

	Annual Salary

	
	
	Grade and Point
	


	Appointments will normally be on the first point of the grade.  Justification must be provided for appointing above the first point.




	Hours per week


	
	
	Start Time


	

	Days per week


	
	
	Finishing Time


	

	Weeks per year


	
	
	
	


Place of Work

	Will employee be based in St Andrews full time?
	Yes/No    
Yes / NoYes / No


	If no, please provide details of location and percentage of

time spent overseas.
	Yes/No    




Will the employee work remotely initially? Yes / No
	If so, please confirm the country where they will be based
	Yes/No    




Probation

	Standard Probation Periods

Grades 6-9: 12 months
Please note, for current employees moving internally who have already completed a probation 
period of the same length in their previous post (regardless of remit or School/Unit) no further 
probation period is required. Instead the employee, in discussion with the line manager, will be  

set objectives in line with the Review and Development Scheme 
	Yes /No
If unsure, please refer to the Probation 

policy
 




	If no, please provide justification.
	Yes/No    

.




Conditions of Offer

	Please detail any specific conditions attached to this offer e.g. must have PhD, requirement to work unsocial hours, extensive overseas travel etc. 




	For Associate Lecturer (Education Focused) appointments, please provide details of the modules to be taught for the duration of appointment.


Salary Details – please detail % if using more than one cost centre 
Cost Centre


Detail Code


Analysis Code



%

Cost Centre


Detail Code


Analysis Code



%


	Name of Line Manager

	Yes/No    



	Where should candidates

report to on first day?  

Please include address, a time 

and who they should report to 
	Yes/No    
ttt


Where an appointment is made, where there is a clear conflict of interest, either personal or business, the individual must not be managed by the individual where the conflict exists.  Rather the Head of School will be asked to nominate an alternative line manager. Further information can be found at https://www.st-andrews.ac.uk/policy/research-external-work/declaration-of-interests-policy.pdf 
	Does the appointee line manage others?
	Yes/No    Yes / No


Reserve Candidates

	Please provide details of candidate(s) to be kept in reserve
	Yes/No 


	Names of candidates who did not turn up for interview
	


	All unsuccessful candidates not noted as a reserve will immediately be advised by the Recruitment Team that they have been unsuccessful.  If, as Convener, you would prefer to contact candidates directly please inform the Recruitment Team.  
I confirm that this appointment has been discussed and agreed with the selection panel and I am authorised to sign on their behalf.  

	

	Convenor Name: ___________________________________  Signature: _____________________________________

__

Date: ​​​​​​​​​​​​​_____________________________________________
Please ensure that all sections of the form have been completed before sending to vacancies@st-andrews.ac.uk together with the Evaluation forms. 
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____________________________________________________________________________________________________
Human Resources, Walter Bower House, Guardbridge, St Andrews, Fife, KY16 0US, Scotland

T: +44 (0)1334 463096 F: +44 (0)1334 462570 E: humres@st-andrews.ac.uk 

W: www.st-andrews.ac.uk
The University of St Andrews is a charity registered in Scotland, No: SC013532

