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	Section A:   Staff Information

	Full Name and Title:
	     
	

	CID:
	     
	Current Job Grade  
	      
	

	Department/School/Institute:
	     
	Spine point:
	     
	

	
	     
	Research Job Family:
	     
	

	
	

	Name of Line Manager*: 
	     
	Email:
	     
	


	Section B:   Details of Application

NB: Application from Line Manager or Personal Applicants may only be made when there is an agreed job description that all parties (member of staff, Line Manager, HOD) agree is an accurate reflection of the post.

	Proposed Research Title:
	     
	

	Proposed Research Job Family and Grade:
	     
	

	Is this a Personal or Line Manager’s proposal?                                         FORMCHECKBOX 
  Personal           FORMCHECKBOX 
  Line Manager

	If Personal, is the application supported by the Line Manager?                 FORMCHECKBOX 
  Yes                   FORMCHECKBOX 
  No
	

	If it is not supported, the Line Manager should attach a statement giving clear reasons.
	

	
	

	Is the application supported by the Head of Department/Division/School Institute?             FORMCHECKBOX 
  Yes         FORMCHECKBOX 
  No
	

	If it is not supported, the Head of Department/School/Institute attaches a statement giving clear reasons.
	

	


	Section C:   Effective/Implementation Details

	Proposed Spine Point:
	     
	

	Re-graded posts are automatically placed at the starting point of the next higher level. If the applicant is already at that, or a higher point, then 1 increment is awarded). 
	

	Successful applications are effective on 1 May (implemented September payroll), 1 October (implemented November payroll) and 1 January (implemented February payroll).  
	


	Section D:   Checklist of documents submitted

	Tick each box to confirm the following documents are attached.

	A.
	Latest CV with complete details of Research and Publication activity                                              FORMCHECKBOX 
          ‪

	B.      
	Current Job Description and Person Specification, confirmed and approved by the Post holder, Line Manager and Head of Department, to be an accurate reflection of the role and its responsibilities. The job description and person specification must follow the attached format                                     FORMCHECKBOX 


	C. 
	Summary Statement on a separate sheet of paper                                                                           FORMCHECKBOX 
  

	D.
	A supporting case written by the Line Manager, or the Post holder if a personal application.         FORMCHECKBOX 
    
If the application is not supported, the Head of Department or Line Manager attaches a statement explaining why.                                                                                                                                   FORMCHECKBOX 
                                                                               


	Section E:   Funding details

	Account Number:
	I
	C
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	

	
	I
	C
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	


	Section F:   Process Route

	

	Signature
	     
	
	Date: 
	     
	

	Postholder (if personal application)

	
	

	Signature: 
	   
	
	Date:
	     
	

	Line Manager 
	

	Your signature confirms that the Job Description is an accurate reflection of the main responsibilities of the role.

	

	Signature:
	     
	
	Date:
	     
	

	Head of Department/Division/School/Institute (HoD)
	
	
	
	

	

	
	Research Services (if grant/contract funded)

	

	
	Departmental/Divisional/School/Institute Approval 

	
	Research Services Approval
	

	

	Faculty Operating Officer – Do you support the application?    FORMCHECKBOX 
 Yes            FORMCHECKBOX 
 No

	Please comment if you wish:

	Signature:
     
  Date:

     


	Signatures from the HoD and Faculty Operating Officer (where applicable) indicate that the application has been seen and considered in line with the procedure. We therefore require a scanned copy of the original that includes all signatures.


A. Supply an updated CV

B. Complete the Job Description and Person Specification templates
C. Summary Statement (see guidance notes)
     D.   Supporting Case (on a separate sheet)

HR Division
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