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Appointment Form for External Grant-funded positions

(Named or Sponsored Researchers)

1. This form must be completed for all externally grant funded Named or Sponsored Researchers where there is funding for over six months. 

2. The Research Office is responsible for completing Vacancy Details, Part 1 of this form and also for authorising the position (Part 3).  The Research Office will then send the form to the Employing Manager (Dean who may delegate this role to the Head of Department or lead academic) 

3. The Employing Manager is responsible for completing Part 2 of this form and then sending it to the Human Resources Department.  

4. The Employing Manager is responsible for sending an up-to-date electronic copy of the job description, for the position for grading purposes.  Template job descriptions for research posts at different grade levels are available from the HR website. Please ensure that you use the appropriate template for the research level required.

 Part 1: Vacancy details – to be completed by the Research Office
	Lead academic 
	Name:k

	Location
	Department name:      
Faculty:  FORMDROPDOWN 





	Personal details
	Title:  FORMDROPDOWN 

Name:      
Address:      
Tel no:      




Email:      
Has the appointee previously worked for SOAS? 
Yes:  FORMCHECKBOX 


No:  FORMCHECKBOX 

Is the appointee a non-EEA student? 


Yes:  FORMCHECKBOX 


No:  FORMCHECKBOX 

(If yes, the student can only work a maximum of 20 hrs per wk in term-time)

Does the named researcher require a Certificate of Sponsorship (i.e. s/he is not eligible to work in the UK)?



 Yes:  FORMCHECKBOX 

No:  FORMCHECKBOX 


	Post details
	Job title (if known):       

Previous postholder resigned?  

Yes:  FORMCHECKBOX 


No:  FORMCHECKBOX 

If yes, please name employee:      


	Grade details 
	Category of staff:  FORMDROPDOWN 




Grade:       (Please note that the job description will have to be evaluated to confirm the grade if a standard template is not used)

Set starting salary point(s):      

	Duration 
	Fixed term for        FORMDROPDOWN 

Start date:         
End date:      


If the start date is delayed, can the end date be revised to maintain the full duration of the contract? 


Yes:  FORMCHECKBOX 



No:  FORMCHECKBOX 


	Hours of work
	Full-time? 
Yes:  FORMCHECKBOX 


No:  FORMCHECKBOX 


If no, FTE:      


	Funding
	Funded by:      

Budget code:      
Proportion of salary charged against SOAS funding:       
Primary funding source -  HESA category:  FORMDROPDOWN 

Secondary funding source – HESA category:  FORMDROPDOWN 

Will the funding cover the cost of relocation expenses? 
Yes:   FORMCHECKBOX 

No:  FORMCHECKBOX 


	Grant contract requirements:
	PhD required to meet grant requirements?  
 Yes:  FORMCHECKBOX 

No:  FORMCHECKBOX 

Special grant terms to be included in contract of employment:      


	Instructions to HR
	     


Part 2: Additional post details– to be completed by the Employing Manager for all posts.

	Additional post information:
	Full job title:       

Site Location: 

 FORMDROPDOWN 
 
Position reports to lead academic? Yes:   FORMCHECKBOX 
 
No:  FORMCHECKBOX 
 

If no, please describe who the postholder reports to:       

Does the position have line management responsibilities? Yes:  FORMCHECKBOX 

No:  FORMCHECKBOX 

If yes, please list all posts which are directly managed by the vacant post-holder:

      

	Teaching & Research posts 
	Please indicate the academic employment function for HESA purposes:

Research only:  FORMCHECKBOX 
 
Teaching and research:  FORMCHECKBOX 

Teaching only:  FORMCHECKBOX 


	Objective justification for fixed-term contract
	Please tick one of the boxes below, to indicate the objective justification for why the post is fixed term in accordance with the School’s Policy on the employment of Fixed-term Staff.

	
	a. The post requires specialist expertise or recent experience not already available in SOAS in the short term.
	 FORMCHECKBOX 


	
	b. To cover staff absences such as research leave, maternity leave or long-term sick leave
	 FORMCHECKBOX 


	
	c. The contract is to provide a secondment or career development opportunity.
	 FORMCHECKBOX 


	
	d. Where input from specialist practitioners is required for a limited period or for a project/activity lasting for a limited duration
	 FORMCHECKBOX 


	
	e. Where student or other business  demand can be clearly demonstrated as particularly uncertain, such as the development of a new course or service.
	 FORMCHECKBOX 


	
	f.  Externally funded posts where there is no reasonably foreseeable prospect of the short-term funding being renewed nor other external or internal funding becoming available.
	 FORMCHECKBOX 


	
	g.  Where the post is wholly or largely supporting a specific business or academic function/activity which the School has decided to cease in the future.
	 FORMCHECKBOX 


	
	If none of the above apply, please state the reason why the post is fixed-term:      
Note: in cases where the objective justification is not one of the listed reasons above, consultation will need to be carried out with the School’s trade unions and the objective justification must be approved by the Director of HR.
	


Part 3: Authorisation 

	Research Grants Office
	Authorised by:       

Signature:  ……………………………………………. Date:……………………………..

	Recruiting Manager
	Faculties only: Copy of this form given to the Faculty Administrator?  Yes:  FORMCHECKBOX 

Name:............................................ Extension: .......................... 
Email: ................. 

Signature: ……………………………………………. Date:……………………………..


Last updated: 2 October 2007 (New draft – 26 August 2009)


