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	Purpose and Objective:



	To map the process for Appointing staff employed on Research projects




	SOP Text




	
	Responsibility
	Activity

	1.
	Principal Investigator


	Will contact departmental administrator or R&D Administrator with request



	2.
	Administrator/Manager


	Will  assist PI to prepare college/trust HR documentation - JD, Spec, Advert



	3.
	Administrator/Manager


	Will send copy of request to appoint form to R&D Office for authorisation



	4.
	Joint R&D Office


	Prepare detailed costing for appointment and projections of spend against allocated budget



	5.
	Joint R&D Office


	Review  dates and grades agreed with sponsor and authorise(College)/ All staff change documentation (Trust)



	6.
	Administrator/PI


	If appointment exceeds budget limitations either because budget is given annually or awaiting extension the department should be expected to underwrite these costs.



	7.
	Administrator/Manager


	Forward documentation to relevant HR department



	8.
	Human Resources


	Begin recruitment process with administrator/PI/Manager



	9
	Human Resources


	Forward appointment document to R&D



	10
	Joint R&D Office


	Check appointment form ensuring duration grade and salary point are correct, pass to administrator to file.



	11
	Principal Investigator


	If funder rules required ensure that the successful appointee CV to be forwarded to funder
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