[image: image6.png]UNIVERSITY OF

Radcliffe Department of || Medicine OXFORD





Oxford Centre for Diabetes, Endocrinology & Metabolism
[image: image5.png]UNIVERSITY OF

Radcliffe Department of || Medicine OXFORD





[image: image5.png]




Recruitment Order Form
Please complete and return this form to HR Officer
	Advertisement



	Post Title:


	
	Grade:


	

	Is this an existing post?


	Y  /  N
	If yes, who is being replaced?
	

	Duration:
	
	Full Time / Part Time
	

	Hours: Grades 1-5

           Grade 6 -10 

     
	36.5

37.5
	Working Pattern
	Day
	Mon
	Tues
	Wed
	Thur
	Fri

	
	
	
	Start
	
	
	
	
	

	
	
	
	Finish
	
	
	
	
	

	Line Manager:


	
	Advertise Discretionary Range:                            
	Y/N

	Where would you like the advert to be placed?
· Minimum of University and OCDEM Websites (including jobs.ac.uk).
· Please note that there will be a cost for external publications
· Must be advertised on Universal Job Match if Work Permit required.


	

	How long would you like the advert to be placed for?
· minimum of 2 weeks (4 weeks for Work Permit applications to be considered)

	

	Work Permits –Do you require this post to be advertised for 28 days to meet UK Border Agency Requirements?

	Y  /  N


	Advert attached


	Y  /  N

	Job Description Attached


	Y  /  N


	Finance Information

   

	Post Funding

	Funding Body
	Grant Code
	% Split

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Willing to Pay Interview Expenses:


	Y /N

	R12 User

	Is the employee to be an R12 User?  


	Y / N



	What is the financial limit to be applied?


	   £

	Space Requirements



	Where will this person be based?


	

	What space requirements are there for this post?


	

	Additional Information:


	


	                                                                                    Shortlisting and Interview Information


	Shortlisting and Interview Panel:

minimum of 2 panel members/mixed gender panel/all panel members must be recruitment trained, contact HR for information

	A member of HR must sit on each recruitment panel please check HR’s availability

	Name
	Email Address
	Recruitment Trained

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Interview Information



	Interview Date


	
	AM/PM/ All Day
	Interview Length
	
	Lead Time Between  Interviews:
	


	Test Information



	Test Required:
	Y/N
	Details of Test: 


	

	Presentation Information



	Presentation Required:


	Y/N
	Title of Presentation:
	
	Length of Presentation
	


HAZARD-SPECIFIC / SAFETY-CRITICAL DUTIES CHECKLIST

State any hazards and/or safety-critical activities clearly in the job description. If any of the duties or hazards specified below apply to an employee’s role, they will be required to undergo medical pre-employment screening and health surveillance may be required (see: www.hse.gov.uk/health-surveillance/what/index.htm).

	Activity
	Activity Being Undertaken in Role

(Please write ‘Yes’ to all that apply)

	
	

	No hazards: None of the hazards listed below apply to this post
	

	Working at heights
	

	Night working (11pm-6am)
	

	Lone Working
	

	Work in hot or cold environments
	

	Driving on University business
	

	Working with Ionising Radiation
	

	Open food handling
	

	Working with category 3b or 4 lasers  (laser safety class)
	

	Working with infectious pathogens (hazard group 2/3) - Hazard Group 3 pathogens
	

	Working with blood, human products and human tissues
	

	Work in clinical areas with direct contact with patients 

(NOT administrative roles)
	

	Work with any substance which has any of the following pictograms on their MSDS:
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	Manual handling


	

	Travel outside of Europe or North America on University Business
	


Completed by: …………………………………………. (name) 
     Signed: …………………………………..Date: ……………………………

Administrator: … ………………………………………  (name) 
     Signed: …………………………………. Date: ……………………………
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