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1 Headships

The post of Head of Department, Deputy Head and Acting Head of Department should be located
within the Headships level 1 Post as shown below.

= [ Department of Medicine
+ £ academic Posts

+ & prademic Related Posts

= £ Headships
= &= rting Head of Departrment
= % arting Head of Departrment (Mo permission status)
4 Professor Tirnathy M Cox

= & Head of Departrnent
# Head of Department (Mo permission stats)
+ & Research Posts
+ £ Research Students
E é Support Posts

1.1 Creating a Head of Department/Acting Head Post

1. With the University of Cambridge selected, click on Organisation explorer.

Search for the Department within which you wish to create the new post. Locate the
Headships level 1 post and expand this by clicking on the expand icon

# & academic Related Posts
‘fjé Headships
& Research Posts
# &= Research Students
E é Support Posts

3. Check that the required Headship, Deputy Head, or Acting Head post does not already
exist.

= [k Department of Earth Sciences
+ £ academic Posts

+ & arademic Related Posts
= £ Headships

= &= Head of Departrnent

S Head of Departrnent (Mo permission status)
4 Professor James A Jackson
+ & Research Posts
£ Research Students

E é Support Posts
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4. Where a new post is required, select the Headships level 1 post. The post will be
displayed in the top left object pane.

Organisation: University of Cambridge Posts: 4 Headshipzk
& Search ®Smart groups sdvanced o D
| ||F'|:|st j 4 Results 1 Post
Select all
Post Linked to Status Post reference Job share Startdate Er

Department of Earth Sciences |Live (MO 01,/01,/1900 I

4 | ]

5. Click the Create Post option in the Action Pane.

] post details
I Addresszes
_ I Contacts
I Element suspensions
I Elements
I Mini explorer
_ I Patterns
I Rate codes
Assign reporting manager
attach person
HESA details
History
Hours and basis
Inheritance chart

5 i Mew - Position

Payscale values
Post details
Post fransfer
Salary details

6. Enter the correct effective date for the start date of the post.
Trent opens the Create linked item page in the display pane.
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7. Enter the name for the new Post

New - Post;

Mame |Acting Head of Departroemt |

Quantity 1 |

(==

8. Click the button on the Create linked item page to save your changes.
A confirmation message will appear

@ Changes have been saved,
@ Please enter more detals and press save to add another,

New - Post:

Name | |

Quantity [1 |

J—

Trent adds the new Post to the Organisation structure. Select Mini Explorer to view.

Expand/Collapse

=l post details
I Addresses
~ I Contacts
| Element suspensions
_IElements
I Mini explarer
I Patterns
| Rate codes

£ arting Head of Department
£ Head of Departrment
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1.2 Creating a new position

1. Select the newly created post

- &= Headships
é acting Head of Departmen

+ €= Head of Departrnent

2. Click the New - Position option in the Action Pane

Enter the correct effective date for the start date of the position.

Trent opens the Create linked item page in the display pane

= Post transfer
|= Inheritance chart

1= Assign reporting manager
= HESA details

3. Enter the name for the position

MNew - Position:

Marne |ﬁu:tir‘|g Head of Department |
Quantity |1 |

4. Click on Save

5. Trent adds the new position to the organisation structure and the mini explorer diagram is
updated accordingly to show the vacant position (displayed as a green chair).

= &= Headships
= é Acting Head of Departmen
#2 acting Head of Departrment

* & Head of Departrnent
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1.3 Attaching a person to a position
1. Select the newly created position (green chair)

= ¢ Headships
= € Acting Head of Departrent
voali cting Head of Departrmen

£ Head of Departrnent

Expand/Collapse folders

=l position details

C Addresses
| Authorisation history
| Contacts
| Elernent suspensions
| Elernents
I Job share positions
I Mini explorer
| Patterns
| Probationary periods
|Rate codes

rting manager

= Attach person
= H etails
= History
= Hours and basis
= Inheritance chart
L[5 Mew - Position
= Occupancy details
Payscale values
Position details
Position inheritance summary
Position summary
Salary details

F )
iﬁiiiiiiiii

([ | |

10

2. Click on the attach person option in the Action Pane.
3. Enter the correct effective date

Attach person: Mew

Person

Mame

(e
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4. Click the search icon @ to search for the person by name. Once the person has been
selected further details on the attach person page are displayed.

Attach person:

Person

| &

Marre |F'r|:|fessnr Robert S white

Select contract

Create a confract [~ |<:Enter contract names |

Select an existing contract | j

e

5. Do not enter anything in the create a contract field. Click the drop down arrow to the right
of select an existing contract and select the contract name.

Attach person:

Person

| &

Mame |F'rn:nfesan:|r Robert S White

Select contract

Create a confract [ |-::En1:er contract names |

Select an existing contract |

RS Monthly

6. Click on Save.

7. You will see the person attached to the position in the mini explorer diagram

= eadships
= £ arting Head of Department
= ¢ Arting Head of Department (Permission to Fill granted)
4 Professor Robert S White

* & Head of Departrnent
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1.4 Changing Permission to fill status

The permission to fill status for a new position will automatically be set to permission to fill
granted (you may have to wait for this authorisation process to complete before you can
attach a person). Once a person is attached the permission status will automatically change
to no permission status.

Where you are attaching a person to an existing Head of Department Position, or Acting
Head position, the permission status will need to be changed from No permission status to
permission to fill granted before you can attach the person.

= £ Headships
# £ Acting Head of Department

# £ Deputy Head of Department

=1 £ Head of Department
# Head of Department (No permission status)

Select the position.

Select position details

Enter the effective date

Click the drop down arrow to the right of Position Status.

o bdPRE

Position status

Posiion status Mo permission status j
Fending Authority
Mo permission status

Held in abeyance
Temporarily held wacant to create savings

Effective from

5. Select permission to fill granted.
Position status
i i - |7 (pendin
Position statLs |Perm|§5|oh to Fil granted JI s P i
authorisation)
Effective from |01/03/2009 | =

6. Enter the effective from date and click on the Save button.
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1.5 Hours and Basis Information

Hours and Basis information will usually be inherited for any Headships or Acting Headships that
are created within an existing Headships level 1 post. However where a new department is
created, or where a new level 1 post of Headship is created the Hours and Basis information

should be completed as below.

Hours and basis: Head of Department (Mo permission status)

% Contractual Hours |

FTE hours |

Fost budgeted hours

Arnual weeks worked | 52,25

Employment is term-time anly [~

Category |Academic Administrator

Basis IOther (non employes) j I

Type IChairmanshipMeadship

Change reason |

FTE details

Crverride FTE calculation INo override j

FTE walus
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