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The Appointment Process – Guidance for Recruiting Managers
This document outlines the appointment process once interviews have been held and a preferred candidate(s) identified.
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1. [bookmark: _Key_Principles]Key principles

All job offers are conditional on completing pre-employment checks, including satisfactory references, proof of right to work in the UK, confirmation that the candidate meets the person specification, and, where required, an enhanced DBS check.

2. [bookmark: _Making_a_verbal]Making a verbal offer

Once interviews have been held, and you’ve identified your preferred candidate who meets the person specification, the recruiting manager should contact them to make a verbal offer subject to pre-employment checks.
Preparation before the call:

Before contacting the preferred candidate:
1. Review their application for any salary information.
2. Note relevant experience that may justify a higher starting salary.
3. Be ready to confirm salary verbally, even if listed in the application.
4. Consider salary placement (normally at the bottom of the grade).
Appointment above the bottom of the grade can be considered where there is clear justification of either: 

a) significant relevant experience or 
b) the candidate joining us from an interchangeable role at the same or equivalent grade in another University.  For example, a Senior Lecturer at another University moving to a Senior Lecturer role here.
Any higher salary request must be approved via a REM1 form (signed by the panel Chair) and submitted to HR after the call.
5. Check if the candidate is an existing employee. If they are moving from a role at the same grade following an open competitive recruitment process, they will receive one increment from their start date.
[bookmark: _How_to_give][bookmark: _Purpose_of_the][bookmark: _Providing_feedback_to][bookmark: _Making_the_verbal]During the call:
During the call you should:
1. Congratulate the candidate, 
2. Confirm they are the preferred candidate, 
3. Offer the post subject to pre-employment checks.
4. Confirm their current salary
5. Discuss the proposed starting salary
6. Agree a provisional start date.
7. Advise that HR will issue the formal offer and contract within a few days.
Suggested wording:
“I’m pleased to let you know that following interview, you are our preferred candidate and I’d like to offer you the post, subject to our usual pre-employment checks.”
Suggesting a start date:
1. If a visa is not required, agree a provisional start date based on their notice period, subject to checks.
2. If a visa is required, contact your HR Officer (Recruitment and Selection) and they will advise a suggested start date based on visa processing times.
3. If there’s no notice period or visa requirement, allow at least 3 weeks for the contract and onboarding processes to be completed.
[bookmark: _Discussing_starting_salary]Discussing starting salary:
You should:
1. Confirm the grade of the role - Salary Scales - University of Huddersfield
2. Check their current salary (even if this is included on the applications form).
Suggested wording:
· If included on form: “I can see your current salary is £[amount]. Can you confirm this is correct?”
· If not included: “The role you have applied for is at Grade [X]; could you confirm your current salary?”
Then:
3.   Explain that appointments are normally made at the bottom of the grade.
· If there is no justification for a higher salary, offer the bottom of the grade.
· If there is justification for a higher salary, (significant experience or equivalent role at another university), explain a higher starting salary may be considered.
Be clear that:
· The salary must be within the advertised grade.
· Any higher offer is subject to HR approval, and sight of a recent payslip.
3. [bookmark: _Informing_HR_of]Informing HR of your decision
Once you’ve spoken to the candidate:
1. Inform HR of the outcome (if they accept or decline, including the reason).
2. Upload the completed Chair’s report to iTrent.
3. Confirm the agreed salary and proposed start date to HR. If requesting a higher starting salary, submit a completed REM1 form (signed by the panel Chair) for approval. Once approved, your HR Officer will let you know.
Your HR Officer will then manage the appointment process for you.
4. [bookmark: _Notifying_Unsuccessful_Candidates]Notifying unsuccessful candidates

Once HR receives the completed Chair’s report, unsuccessful candidates are notified by email and offered the opportunity to request feedback, which should be provided promptly.

5. [bookmark: _Starting_salary][bookmark: _Offer_letter_and]Offer letter and contract 
Once HR receives the Chair’s report and confirmation that the offer has been made and accepted (including a proposed start date), they will progress the appointment.
HR will assess any visa sponsorship requirements and confirm eligibility for a Skilled Worker or Global Talent Visa, and will contact you for further information, if required.
Once all details are in place, HR will issue the offer letter and contract within 3 working days. The candidate will then be given access the onboarding portal to review and electronically sign their documents.
6. [bookmark: _The_Onboarding_Process]The onboarding process
Once the candidate accepts and signs their contract, they gain full access to the onboarding portal to provide essential information (e.g. emergency contact and bank details).
You’ll be able to track their onboarding progress by logging into iTrent and clicking on the ‘Onboarding’ tab and selecting ‘View onboarding checklist progress’. 
HR will complete right to work, qualification, and DBS checks (if required).
Internal candidates will receive documents via MyHR instead of the onboarding portal, but pre-employment checks will still be carried out where necessary.
At this stage you should:

1. Identify any workspace or equipment needs (e.g. a laptop) for the new starter 
2. Liaise with your technical team to have these ready for their start date.
References: 
Once the new starter has acknowledged their offer letter and electronically signed their contract, HR will request references covering the previous 5 years of their employment.  These are shared automatically with the line manager the day after they are received.
Once all checks are complete, HR will confirm the start date. 
Delays 
If there are any unexpected delays during the onboarding process (e.g. visa issues), which mean the individual’s start date will need to be delayed, HR will keep you informed and a revised start date agreed.
7. [bookmark: _First_Day_Arrangements]First day arrangements

Please contact your new starter before their start date to confirm the arrangements for them on their first day. There is no requirement for them to report to HR on their first day.

Our Payroll team will contact them via email on their first day to arrange an induction meeting, where they will also be provided with information on how to obtain a staff ID card.
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