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APPOINTMENT FORM                    

In order for HR Direct to send the appointed person a contract of employment, please ensure that this form is completed in full and emailed to Human Resources (at hrdirect@denbighshire.gov.uk), along with photocopied and signed documents as outlined below, without delay.   
	Person details

	Process followed:
	 FORMDROPDOWN 
  
	Reason for appointment:
	 FORMDROPDOWN 
  

	Job Advert Ref No.
	     
	Existing Payroll No. (if applicable)
	     

	Title:
	 FORMDROPDOWN 
  
	HR use only: Pos Occ Letter
	    

	Full Name:
	     

	Address including post code:
	                                                            
	Email address:
	

	Contract details

	Contract Type:
	 FORMDROPDOWN 


	Provisional Start Date:
Start date should only be confirmed once all pre-employment checks are in place
	            
	End Date:
	     

	Staff Type: 
	 FORMDROPDOWN 

	Budget code (for appointment):
	     

	Job Title:
	     
	Work Base:
	     

	Line Manager:
	     
	Hours per week:
	     

	Salary Grade:  (all roles commence on the bottom scp of the Grade, except where 1 increment should be granted in line with the Pay Policy, unless full justification is noted in the ‘Other relevant details’ section below. Supply staff remain on bottom scp)
	     
	Salary note (career grade etc):
	     

	Term time only:
	 FORMDROPDOWN 
   If yes, please state TTO percentage*:      %

	*For schools, term time only percentage can be sought from the Cluster Business/Finance Manager.
For corporate staff, please see the ‘Guide – working out term time only rates’ on the Intranet

	Schools - SEN:
	No   FORMCHECKBOX 
       Yes   FORMCHECKBOX 
  £        
	Schools - TLR:
	No   FORMCHECKBOX 
       Yes   FORMCHECKBOX 
  £        

	For Headteacher appointments, please provide the following:

	School Group:
	     
	Individual School Range:
	     
	Leadership point on appointment: 
	     

	Working Pattern – please state pattern in hours and minutes, e.g  AM =  3hrs 42 mins = 3.42

	
	MON
	TUES
	WEDS
	THURS
	FRI
	SAT
	SUN

	AM
	     
	     
	     
	     
	     
	     
	     

	PM
	     
	     
	     
	     
	     
	     
	     

	Is the employee required to be on contractual standby arrangements?
	Winter Maintenance  FORMCHECKBOX 

	Standby   FORMCHECKBOX 
 please provide details below
	Other  FORMCHECKBOX 
 

please provide details below

	Please provide details:
	     


	Systems details

	Please remember to complete the new starter process on the ICT Self service portal for any ICT equipment

	Vision Time account required?
	Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 
  or  Account held already    FORMCHECKBOX 


	Is a Vision Time Supervisor account required?
	Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 
  or  Account held already    FORMCHECKBOX 


	Level of iTrent access required?
	 FORMDROPDOWN 


	Employees that directly report to this role – Please list full names and job titles (if applicable):
	     

	Safer recruitment details

	Please remember it is the Recruiting Manager’s responsibility to ensure all safer recruitment checks have been met before the employee commences employment. 

	Is a DBS check required?   It is the responsibility of the Recruiting Manager to ask the employee for the original DBS certificate. If you are unsure if your employee requires a DBS please contact Emma Safhill on 01824 712644 for clarification. 
	 No  FORMCHECKBOX 
    Yes  FORMCHECKBOX 
      

	Health Screening Questionnaire Analysis required? (select all that apply). Please check with Occupational Health if additional surveillance is required:
	 FORMDROPDOWN 
       FORMDROPDOWN 

 FORMDROPDOWN 
       FORMDROPDOWN 


	Please select which of the following factors apply to this position (select all that apply):
	 FORMDROPDOWN 
       FORMDROPDOWN 
 

 FORMDROPDOWN 
       FORMDROPDOWN 


	Have you checked, photocopied, signed and dated the following:

1) Right to Work in the UK documentation 

2) Proof of qualifications/certificates  

3) Proof of other documents required for the post, e.g   Driving licence?
	Yes  FORMCHECKBOX 
     No   FORMCHECKBOX 
  

Employees must not start work until HR have received this documentation.  (Please email signed and dated documents to HRDirect as soon as possible).

	Is the employee likely to ever drive in relation in their job role (e.g. to meetings etc.) The DVLA D906 driving consent form will be sent to enable us to check and confirm whether a person has the entitlement to drive and that all driver details are up to date. This form is valid for 3 years, upon which Fleet will re-check. 
	Yes  FORMCHECKBOX 
     No   FORMCHECKBOX 
 

	Other relevant details:
	     

	Management Authorisation – Declaration 
Email signatures are preferable but they must be sent from the approver’s mailbox. Emails sent on behalf of approver will not be accepted. In signing this document you are confirming you have checked the above details and are satisfied they are correct.  
Schools - in signing this, it is a declaration that the decision has been fully ratified by the Governing Body and that the person signing has the delegated responsibility to do so on behalf of the Governing Body.

	
	Print Name
	Date

	Recruiting Manager / Headteacher / Governing Body
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