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	GBP Reference Code
	GBP XXXX

	ESR1 Reference Code
	GBPs employed by SEAS seconded to DCC do not require an ESR1, as agreed with HR. 

	Service +Dept  /External Company Name
	ESE+ SEAS seconded to Devon County Council/ Exeter City Council/RAMM or other (Please Insert).

	Place of Work (Location)
	The University of Exeter, Careerzone Balcony, The Forum, Stacker Rd, Exeter EX4 4PY. 
Whilst providing the services to Devon County Council/ Exeter City Council/RAMM or other (Please Insert) under the terms of the Secondment Agreement your work will be carried out from the location as set out in the Secondment Agreement.

Address: 


	Appointment of (GBP post title)
	 

	Name of Appointee
	

	Date of Birth
	

	Has your appointee completed their most recent degree? If not, when is their final hand-in date and or exam?
	

	Start Date
	

	End Date
	

	Full-time or part-time
	Full-Time-36.5hrs a week
 FORMCHECKBOX 

	Part-Time- less than 36.5hrs a week    

 FORMCHECKBOX 

	If part-time:           

Hours:      FTE: 

	Working Pattern
	
	
	

	Salary
	£22,715 per annum
	Grade  L
	Point  3

	Cost Code for Salary
	00000000000189621305

	Purchase Order Number

to pay Management Fees* and salary
	

	Name of registered Induction Facilitator
	Andrea Hodges

	Line Manager 
	Andrea Hodges

	Managed on a Day-to Day basis by
	Insert contact name at company and email address

	Invoice to be sent to
	Insert contact name at company and email address

	Date of Interview
	

	Chair of Selection Panel
	

	Membership of Selection Committee

	


All appointments will be offered subject to medical checks, which will be undertaken by the University of Exeter HR
	*Management Fees-£400+VAT
	*Payroll Fees-£75+VAT
	Extension Fee: £50 +VAT


	For HR use only:

	PAT
	Collate information and pass to HRBP with Advert/fp’s  PD61/PD63 


	HRBP
	Approved .......... (initials)

For new posts – Role code: GBP   Point score: 0  Date evaluated: 31/12/2099
Generic job title: Graduate Business Partnership Assistant
 FORMCHECKBOX 
 Does the appointee hold an honorary title with the UoE?

	PAT
	Check if appointee has continuous service with TSB
	Post No: 

     
	Employee No: 

     
	Pro rata salary: 

     
	Payslip Loc 

Code:      

	
	Insert allowance codes in appropriate section above

Ensure working pattern is completed for part-time and term time starters.
	P45/46 attached/to follow     

Bank details attached/to follow

	Authorised by:
	
	Date
	

	Copy to:  FORMCHECKBOX 
 Payroll
 FORMCHECKBOX 
 Pensions
 FORMCHECKBOX 
 Academic/Corporate Accounting
 FORMCHECKBOX 
 Research Accounting


GBP Appointment Form


(External Company using University payroll)
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