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Offer Sheet

Please complete ALL FIELDS within this offer sheet, incomplete Forms will be returned to you.  Send to People.Services@cityofbristol.ac.uk with all collated interview paperwork as specified below. 

	Staffing Recruitment Reference (RR) Number:
	

	Candidate Name:
	

	Position:
	

	Line Manager:
	

	Proposed Effective Date:

	N/A This is subject to all conditional offer checks required as part of Safer Recruitment 

	
Weekly Hours: 
If Lecturer specify Teaching hours. 
Do not state FTE.

	

	Grade:
	

	Term Time only or All Year Round: 
	

	Contract Type:  Permanent / Fixed Term / Temporary / Secondment
If not Perm, you must supply an end date. 
	

	Is this candidate internal or external 
	

	Date of Offer Sheet:
	


	
Actions For Recruiting Manager to do:
1. Send the FULLY completed offer form and ALL interview paperwork to people.services@cityofbristol.ac.uk 
2. If not copied at interview, ask candidate to provide the following paperwork in person either to the Manager or People Services to verify as soon as possible after interview. Conditional offer will not be sent until this is done.
· Proof of Identification & Right to Work – (Passport or birth certificate, Front & Back of Photo Card Driving License (if available), NI number and any relevant Visa paperwork)
· Qualifications – (As detailed in the essential criteria on the Person Specification)
· Proof of Address (in the form of a bank statement, council tax bill, water bill etc. The DBS do not accept phone bills or online statements.)
4.	Original copies of all required documents must be seen and verified, dated and signed by either the Manager   or People Services. Copies must be retained on personal file.
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