MAKING A VERBAL OFFER
AND
SUBMITTING YOUR SECOND FUND CHECK

A GUIDE TO MAKING YOUR VERBAL OFFER
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Making an Offer and Submitting a Second Fund Check, an Overview :
Academic, Research, Teaching & Professional Services Staff

WHY, HOW & WHAT:

Once you have completed your interviews and decided upon an appointable candidate, you will be ready to make an offer
both verbally and in writing.

Confirmation of these steps must be completed using the School’s e-Recruitment system. This is important for three key
reasons:

1. Updatingyour recruitment and candidate journey in the School’s e-Recruitment system enables the School to gather
meaningful data in relation to the recruitment process. This data is used for reporting papers such as HESA, Athena
Swan, the VCAC report and much more. It also supports us to undertake reviews of our recruitment processes and
report on progress relating to our EDI commitments.

2. Updating the outcome of your successful candidate on the School’s e-Recruitment system enables a process which
ensures that the offer letter is sent out to the candidate in a timely fashion. Without following this process, the offer
letter cannot be sent.

3. Updatingthe outcome in the system enables you to gain visibility of the candidates salary which is essential to
supporting you in negotiating your candidates offer details.

comprised of four core stages, all of which take place within the e-Recruitment system:

1. Progress your candidate to verbal offer stage to reveal salary details.

2. Once the offer has been made to the candidate, first complete the checklist and then the second fund check.

3. Approval of the offer from your HR Adviser (for offers within the standard salary range), or approval of the offer from
your HR Partner (for offers within the contribution zone)

4. Approval of the offer from your Financial, Planning & Analysis (FP&A) Manager.

Once these stages are completed, your HR Administrator will send out the offer letter within three working days.

Timescales:

e Your FP&A Manager has up to three working days to approve your request. Should you require approval sooner than
this, you should contact them directly.

e Your HR Adviser has one working day to review your request. Should you require a review sooner than this, you should
contact them directly.

e Your HR Administrator will circulate the offer letter within three working days.
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Making an Offer and Updating the System i_UsefuI Information/Access Links:

Congratulations, you have a candidate that you wish to appoint. To access the e-recruitment system please click here.

You will now need to contact your candidate to make a verbal offer. T Gy Che Rea e el smay

Additionally, so that the Human Resources team can extend a formal written review the recruitment infographic here.

offer to your chosen candidate, you must first complete the Offer Checklist and

then complete the Second Fund Check within the e-Recruitment system. U B e R s 1ee] 6, (2ees s el e

will prevent the offer letter from being sent. ) )
For the School’s Starting Salary Policy and Procedure

|

|

|

|

|

|
It should be noted that non-completion of this process and relevant approvals | Tosee alist of your HR contacts, please click here.

|

: (Professional Services Staff), please click here.
|
|
|

MAKING A VERBAL OFFER

Prior to making your verbal offer, you will need to ensure your chosen candidate’s salary is visible to you. To do this,
you will need to move your chosen candidate to: PS— Make Verbal Offer.

To do this, you should be logged into the e-Recruitment system and select the Home tab. Here, you can use the
process icon to move your candidate to the appropriate stage. Once you have done this, the candidate salary will
appear on their application. This should be used as a guide when making your verbal offer.

Advice and guidance can be sought from your HR Adviser or HR Partner where appropriate in relation to verbal salary
offers.

Page 1 of 1,item 1 to 1 of 1
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https://auth.lse.ac.uk/auth/login
https://info.lse.ac.uk/staff/divisions/Human-Resources/Assets/Documents/Recruitment-Toolkit/Toolkit-Files/18-0684-LSE-RecruitmentV7-interactive-v2.pdf
https://info.lse.ac.uk/staff/divisions/Human-Resources/The-recruitment-toolkit/Professional-services-recruitment-toolkit-home-page
https://info.lse.ac.uk/staff/divisions/Human-Resources/Assets/Documents/Org-Charts/Dep-allocations-May-2019-v2.xlsx
https://info.lse.ac.uk/staff/services/Policies-and-procedures/Assets/Documents/proSerSta.pdf
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Making an Offer

UPDATING THE SYSTEM:

Now that you have made your offer, you will need to first complete the checklist and then the second fund check in the
e-Recruitment system so that your offer letter can be sent.

STEP ONE:

To submit your second fund check, you will need to go to the Home tab. From
here, you will note your vacancy below. Click the + button to locate your
candidate within the relevant campaign.

ParpiHome | Search | MySettings | Vacancies | Approval Request | Infervews | Repors | FAQs

STEP TWO:

The successful candidate you wish to appoint must be at the Initiate
Offer- confirm offer details to HR stage in the e-Recruitment System
for the request to be processed. To move your candidate to this stage,
you will need to select the process icon as highlighted below.

0| 4 7]ip (M) Page t|ot1 [Go| Pageswe | 1) change Wem 11010t
candidate Detalls Process select
Can Dia= acancy Mame: Qeparer apager y = B e =2 = &
0@ r Appikcation Stage: Infiate offer - Confiom offer m{ View comtat Tms  process romnd  appoints note

detais 1o HR o R Y

L — T T — — — — @ ¥ D ¥ & B
P off T emul noy  cv e jast cter  prm: Retersnc
vacancy 1D 228 docey checkist

STEP THREE:

After selecting the process icon, from the drop down list you will need to
select the appropriate stage to move the candidate to in order to initiate
the process to request the second fund check approval.

E Process Application o O a
Candidate Can Didate
vacancy Department Manager
Process Route Professional Services (Standard Recruitment) Edit
Current Stage Initiate offer - confirm offer details to HR
Process Direction I ® Forwards () Toa previous stage I
Move candidate to stage | Make verbal offer = JI
O sendEmail [ Sendeeattoim —m —— —— —— o — — — —d

Move To Selected Stage
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Post Interview Feedback: You must remember

STEP FOUR: Once the candidate has accepted the verbal
offer, you will need to progress the candidate to the next
stage in the e-Recruitment system: Verbal offer accepted —
initiate second fund check.

|
: to move unsuccessful candidates through the
| e-Recruitment System to the ‘Regret after

| Shortlisting’ stage. Further guidance on

| interview feedback can be found in the

| Recruitment Toolkit here.

This involves you, as the hiring manager, completing two key L 4

steps in the e-Recruitment system:
1. The Offer Checklist
2. Second Fund Check Workflow

THE OFFER CHECKLIST: The full details for the appointment letter o

now need completing, including the duration of the review period. TR R E R -
Select the Offer Checklist icon on the candidate’s record, -y = Process w Rer

highlighted below: a8 @ f B
5 orer reciat ° ¢ o The Offer Checklist has two sections.

) The first section relates to the 15t Fund Check that was

15t Fund Check I

>

initially carried out when the vacancy was approved.

- — — —
1st Funds check PSS New a - 06.02 2013 - TEST
Job Title

g This section will have all the details copied from the 15t Fund
N Check form, and will be greyed out. You will not be able to
Fiese ons e st D add to or modify details in this section.

and Hames of Person/s

Post ID

being replaced

Name af Person wha is

veing epaces The second section of the form relates to the 2" Fund Check

o e that must be approved by Finance / Research, before a

S scom-c25sns sy || [ober pss e written offer can be made to the candidate (please see the
e following page for further guidance).

Enhance research allowar | [Press <Girl> key to select multiple options]
Additional Salary T
Options

- As the hiring manager you must complete the relevant
I sections of the offer checklist, as these items will be merged
i / into the appointment letter.

itis required

Please do not enter anything in the section titled Funding and HR
________________ 1 Approval Names and Comments Only. This section is for Finance and
Key Information: | HR approvers.
1) The Offer checklist must be completed :
first so that the 2" fund check is
populated.

Once all required details have been entered, please press the Submit
button and move to the next step, the Second Fund Check which

must be completed using the Workflow icon.
2) The candidate must be at ‘verbal offer

accepted- initiate second fund check’ for
the workflow button to appear.


https://info.lse.ac.uk/staff/divisions/Human-Resources/The-recruitment-toolkit/Making-the-Appointment

THE OFFER CHECKLIST (Continued):

Firstly, you must complete the offer checklist.
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2nd Fund Check N

Mame of Suceassiul
Canaizra
2nd Fund Check
Submitied By *
Is the Candidate 2n
Internal member of Oves Ono
stafi?*
Please Select .

Salary for Approval *
If other, plesse spacity

Supplement -
Actitans! Satary Optons - | One off payment

Enhance research
Mot required

[Fress <Cur> key to select muttiple ezsons]
Are they difisrent to thase

n the anginal request?
I an additenl salary kem

is required, plese siate the

amount and the reason tis

4
required

Contract Start Date * =]

Contrac: End Date 5]

the work patizm has nat yet been agreed. please ensure you supply this informaion 1o your HR.
Acinistrstor within the frst week of employment. Tris is essential for acourate holiday recording. If
the emgloyee will be working pan-tme, please inchude the days of the week and hours, they wil be
working

Will your candidate have a

non-standard working [ Yes [Jtio

pattem? +

Examples of non-standard warking patterns are part ime staff or those that work compressed
hours (2.2 9 day fortnight]

i Yes, please provide

If other, plesse speciy

Are they different to thase

Making an Offer

_____________________________________ -
Useful information: Salary for Approval :
. |
When choosing the |
salary information, I
|
[ 7 please be aware that |

Salary for A I = i i
alary for Approva TR T = at certain times of I
SBO4 19.0 £33343 year, the salary :
SB0419.5 £34234 yws==amui options will not match |
SBO04 20.0 £34753 |
onthe eignsireques®  SBOS 205 £35216 our salary scales. If I
_ ) SBOS 21.0 £35686 - they are incorrect, I

|f 3n additonal =3lary tem FOAE ma Eoeeesann

iz required, pleass =iats the please p|Ck the :
correct step, and |
make a note in the :
‘amount ‘box |
|
e o ]

For further information on review periods, please visit the following guide
here: Recruitment Tips.

furher detalls including
days and hours A4
Gonfirm Line Manager
Please Select .
Review Period

Please refer to the quidance on visa spansorship here: hitps:/infs lse ac st dhisions/Human.
Resources/immigration/Viss sponsarshin

Does this new starter
require visa sponsership (Yes CNo
from LSE? *

Is this post subject to 2
Disclosure and Barring (' Yes @ o,
Service [DBS) check *

Your HR Advissr can adwise you which level of DBS Disclosure should be sought. The offer holder wil
be contacted with nformation an how s complete their DBS check by the HR Administration team
slongsige tner offer information

Please state the level of the

Please Select v
D35 check required
Business Case
Please provide the offer y to make ta the successful

Starting Salary Guidance can be found here

Have yau cansidered the.
salary levels of

comparable withinthe ' Yes O'o Oty
Service

DivisionDepartment? -

Have you varied the

salary level of the

candidate ifmatehing or L Yes O Dnis
excesding the salary

level?®

Character limit for Rationale is 1000 aharasters (inzluding spaces)

Clearly expizin the
rationale for haw the

salary level step reflects

the candidates previous

skill, qualifications and

experience in relation fo £
rang of the salary seale

and futurs devalopment of

the candidate in the

role *

VISA SPONSORSHIP

If your candidate needs a visa, please refer to the guidance provided by
the Immigration and Compliance Team here:
https://info.lse.ac.uk/staff/divisions/Human-Resources/Immigration/Visa-

sponsorship.

For further guidance, please speak with your HR Adviser.

DBS CHECKS

If your successful candidate needs a DBS Check please speak with your HR
Adviser, who will be able to guide you on the required level of check
depending on the type of post sought.

IMPORTANT:

affer lefier far your candidste.

complets the final thres questions
Guidanoe an have to do this can b found here

days.
To ensure that your request is fully processed, please select ‘submi’ balow:

You are sbout fo complete your offer chesklist whish means we are almos! ready fo start preparing the

T bring your request to camplstion, you wil need to select the ‘warkfiow isan when this bax closes and

Pending camplstion of the infarmation and all approvals, the offer letfer will be sent within three warking

SUBMISSION
Once you have checked all the required fields are
completed, you can then submit your offer checklist, and

/move onto the next stage in the process.
1



https://info.lse.ac.uk/staff/divisions/Human-Resources/Assets/Internal/staff/Engage/Recruitment-tips-for-Section-9-FINAL.pdf#id_token=eyJ0eXAiOiJKV1QiLCJhbGciOiJSUzI1NiIsIng1dCI6ImFlRVVnYm1aRzBxZ3loSXlUTlRnOXROemZ3WSIsImtpZCI6ImFlRVVnYm1aRzBxZ3loSXlUTlRnOXROemZ3WSJ9.eyJpc3MiOiJodHRwczovL2Ntcy1pbHNlLmNsb3VkLmNvbnRlbnNpcy5jb20vYXV0aGVudGljYXRlIiwiYXVkIjoiV2Vic2l0ZUFkZnNDbGllbnQiLCJleHAiOjE2ODU0NjU4MTIsIm5iZiI6MTY4NTQ2NTUxMiwibm9uY2UiOiIwM2Y4YzdkYjkwZjk0NTRjYWQxYTgzMmQzYmExZDY0NCIsImlhdCI6MTY4NTQ2NTUxMiwic2lkIjoiZjI2MjJmMzc1MWFlYzAyYjkzOWNjMzFiMThlNTVmMjciLCJzdWIiOiIyMTU2MDAyMC00YTA3LTQ0Y2ItYTg1Zi1lMjM4MjMwYWY5MTAiLCJhdXRoX3RpbWUiOjE2ODU0NjU1MTIsImlkcCI6Imlkc3J2IiwiYW1yIjpbInBhc3N3b3JkIl19.PghTyLl1zDMVOzz3pizosawNeQv2DoaKw35jciYx87-gt4uvXtwrN7tU7lZd61FhMnjW5lUujuaiQP0rvSOnURa8NAnPtKk6yqEpK_8i5tGZ9HthcL2-dn7A86F22L-DF6VkLOwOaV6TmYWhNryFTWb0ugc4Pf-Zfsaj9iCkPlt3VYLQMFlGTlN-sNjkizZSc28zHZeADCDyAJfj_Wn9vvjK2cEmef2v0U29cscXkd32BEqb-OXvsUDdt21yQsGEX2aW8Nbmm4OXZWbJsEmBS40Y2Xom-TF0mBARhYi3U-wcocA3mbLB5fedYLlKnUrm4L-PiFEC6zwojE8EEsVdrw&scope=openid&state=93a7f5014bb443ba9a22573fc3fc92d9&session_state=j3T7IN_xj9S6YKzYpQo0nOF2liPLtBZBUxUbD_5Snvc.07a86ab1f4ed00aaf88467b0b39c5ad5
https://info.lse.ac.uk/staff/divisions/Human-Resources/Immigration/Visa-sponsorship
https://info.lse.ac.uk/staff/divisions/Human-Resources/HR-people
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THE WORKFLOW AND YOUR SECOND FUND CHECK:

R I | [
= = & ®
You must now complete the Second Fund Check. =22 O pmﬂisl_m,ﬂvl 208
Once the Offer Checklist has been completed, the Second Fund @2 = 8 # 0 a E)
Check approval process needs to be started using the Workflow o T e
icon. For information on how to do this, refer to the “Creating a 8 7
Vacancy Request” guidance document. Aop

STEP ONE: You will need to choose the appropriate workflow from the drop-down list for Workflow Definition.

5 stert New Warkiow [+ - |

You should select one of
the four workflows which
have names starting with
‘Second Fund Check’ and
ending in “(Jan 2019)’

Workfiow summary information

Workflow Definition:

Name for the new workfiow.

Ieractivs form for 39°0Ung %1 (5 20 Fung Gheck S301- 5805 | ¥

“Your email address

HR email address

[ -

Start New Workdlow ® © @

‘Workflow summary information

P—— Fieeeasrasee E |

Flease choose -
2018 2nd Fund Check Academic & Snr Research

2018 2nd Fund Check LSE FellowiCourse T Officer

2018 2nd Fund Check SBO1 - SB08 Standard Salary Professional Services

(————
| | zotersruns cree s 51 commutan Sty ersesmcns sevs

2nd Fund Check - Academic & Senior Research (Jan 2012)
2nd Fund Check - LSE i Officer (Jan 2019)
2nd Fund Check - SBO1 - S808 Standard Salary Professional Services (Jan 2018)

2nd Fund Ghesk - SBO1 - 5810 Gontribution Salary Professional Services (Jan 2013)

New Starter workflow

Offer Approval Warkflow -

STEP TWO: Once you select the right workflow you should name it. This name should
be the same name which you used for the first fund check at the start of the
recruitment process.

You will also need to provide your email address and select the Finance and HR
approvers from the drop-down lists

Finally, press the ‘Start Workflow” icon to send the Second Fund Check request to the
approvers.

Start New Workflow © C a

Workflow summary information ——— —— — — — — — — — — — — — —

Workflow Definition:

S ———— e

“our email address
HR email address

Funding emal address
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YOUR REQUEST TO APPOINT HAS BEEN COMPLETED, WHAT NEXT?

An automatic system notification will be sent to your HR Adviser (or HR Partner if the salary offer sits within
the contribution zone) who will review your request and confirm the outcome within two working days. You
will receive confirmation of the outcome via an email from the system which will be sent to you immediately
once the outcome is determined.

POSSIBLE OUTCOMES:

Approval by HR — if your request is approved, you will receive an email from the e-Recruitment system to
notify you of this.

Following this, your FP&A Manager will receive an automated notification asking them to log in to the
system to review your request. They will review the content of the request to appoint and confirm the
availability of funding. Obtaining this approval ensures that you remain compliant with the School’s
Financial Regulations. No hiring or written offers should be undertaken without approval from your FP&A
Manager. The FP&A Manager will review and confirm the outcome of your request within three working
days. If your request is approved by the FP&A Manager, you will receive another email from the e-
Recruitment system to notify you.

Rejection — if your request is rejected by either HR or your FP&A Manager, you will receive a notification
from the e-Recruitment system. Reasons for rejection may include: incorrect budget codes, insufficient
monies to support the hire or any other misinformation. You will need to discuss the reasons why with
either your HR Adviser or FP&A Manager and re-submit if appropriate.

ONCE YOUR REQUEST IS APPROVED:

Following this the HR Administrators receive an automatic email from the system notifying of approval and
to prepare the offer of appointment letter. This will be sent to your successful candidate within three
working days.



https://info.lse.ac.uk/staff/divisions/Finance-Division/Financial-Regulations-Procedures-PAS

