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[bookmark: _Declaration_of_Interest][bookmark: _Toc360023061][bookmark: _Toc536807454][bookmark: submitting_external_interest][bookmark: submitting_external_interest_via_ICIS][bookmark: approving_external_interest]Approving a submitted External Interests via the Annual Declaration within ICIS Self Service:
The notes below provide instructions on how to approve or decline an external interest(s). 


1. Log into ICIS Self Service by entering your college username and password:

[image: ]


2. From the Main Menu by pressing on the Click on Plus box icon to open the My Details folder [image: ] to open up My Details folder and click on Annual Declarations:

[image: ]


3. To review approval requests, click on the View Request button:

[image: ]



4. Pending Approvals page will open with a full summary of the External Interest submitted:

[image: ]
Note: As the Head of Department or line manager please liaise with the employee if changes are need to be made to a request before approving an External Interest.                                                         


5. To view the full details of an External Interest click on the View icon per interest:
 
[image: ]

6. Review and Approve/Decline External interest:

[image: ]
· Review Details of the External Interest
· Review supporting documents
[image: ]

· Review conflict of Interest Policy, a tick confirms agreement to the college’s policy
· Review summary of External Interested approved and requiring approval

[image: ]
             
· To Approve and add any comments

[image: ]                                              

7. Once approved the page will automatically return back to the Pending Approvals page and if you have further interests to approve repeat steps 5 to 6: 


8. To approve all in bulk: 
· Select All
· Press Approve Selected

[image: ]                                                               

Note: Clicking on Close will return you to the Homepage without submitting any approved External Interests. 


9. Once submitted the page will automatically return back to a blank Pending Approvals page. 


10.  Once submitted this will trigger an approval email as shown below.

[image: ]


11. If you wish to logout of ICIS after approving click on the Logout button in the top right hand corner.

Note: If you require any support please click on this link to contact the DOI team

[bookmark: _Including,_excluding_and][bookmark: _Toc360023062][bookmark: _Toc536807455][bookmark: amending_updating_external_interestes][bookmark: declining_external_interestes][bookmark: _Toc358973044]Declining a submitted External Interests via the Annual Declaration within ICIS Self Service:
12.  Review the submitted External Interest by following steps 1 to 5: 


13. To decline: 
· Provide comments
· Press the Reject button

[image: ]                    

Note: Please liaise with the employee if they are only needing to make changes for an external interested to be approved

Clicking on Close will return you to the Homepage without submitting any approved External Interests.


14. Once submitted the page will automatically return back to the Pending Approval page and repeat steps 12 to 13: 


15. Once all External Interest have been action the Pending Approvals page will blank. 


16.  Once the rejected button has been pressed a trigger email to the employee with declining the request.


[bookmark: _Toc360023063]Note: If you require any support please click on this link to contact the DOI team.  
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Imperial College

London

Approve External Interests

Pending Approvals
“The requests below reqire your approval as the Head of Department or requestor's line manager, select View to see the details of the request.

Please liaise with the requestor if changes are required to the request before the interest can be approved.

:
?

Select Al | Select None

Select Requested By Interest Type Organisation Name Start Date End Date Days Per Year Status View
[J Mr. Ewan Roberts Trusteeship ER 6 12-Jan-2017 17-1an-2020 13 Requires Approval B
[J Mr. Ewan Roberts Directorship (via ICON) ER 24 04-1an-2018 25-1an-2019 1 Requires Approval B
[J Mr. Ewan Roberts ‘Consultancy (via ICON) ER 23 17-Jan-2018 25-1an-2019 5 Requires Approval B
[J Mr. Ewan Roberts TR ER 20 12-Jan-2017 21-Feb-2019 16 Requires Approval B
[J Mr. Ewan Roberts Other paid engagement ER 21 15-Jan-2017 05-1an-2021 4 Requires Approval B
[J Mr. Ewan Roberts ‘Security Work ER 19 13-Jan-2016 22-1an-2019 13 Requires Approval B
[J Mr. Ewan Roberts Retail Work ER 18 201802017 231202019 4 Requires Approval B
[J Mr. Ewan Roberts Medico-Legal Advice ER17 24-1an-2013 22-1an-2019 1 Requires Approval B
[J Mr. Ewan Roberts 1P Commercialisation Revenue ER1S 19-Jun-2017 17-1an-2019 12 Requires Approval B
[J Mr. Ewan Roberts TR que 15-Jan-2014 24-1an-2018 3 Requires Approval B
[J Mr. Ewan Roberts Private Clnical Practice ER 14 17-Jan-2018 24-1an-2019 13 Requires Approval B
[J Mr. Ewan Roberts Consultancy ER 12 17-Jan-2018 Requires Approval B
[J Mr. Ewan Roberts Trade Engagement ER_11 17-Jan-2018 24-1an-2018 1 Requires Approval B
[J Mr. Ewan Roberts 1P Commercialisation Revenue ER O 02-1an-2018 13-Feb-2019 12 Requires Approval B
[J Mr. Ewan Roberts Bar Work ER7 19-Jan-2017 22-1an-2019 15 Requires Approval B
[ Prof. Joseph 8all Consultancy B8C 01-Mar-2019 28-Feb-2024 12 Requires Approval B
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Imperial College

London

Approve External Interest

Name: Prof. Joseph Ball Department: CH - Department of Chemistry

External Interest  Consultancy
Postion Held Consultant
Organisation Name  BBC

Organisation Address 1 Long Lane
London
SE1 4HG

Start Date  01-Mar-2019
End Date  28-Feb-2024
No. Days Per Year 12

Uploaded Supporting Documents
Document Type Date Uploaded Document
Private Waiver Form 05-Feb-2019 Waiver Form.pdf

To be completed by the college member submitting the approval request
T confirm T have read the College's Conflict of Interest Policy and do not consider the request to be an actual, potential or perceived conflict of interest as defined in the College's Policy. In the future, should this interest give rise to an actual, potential or perceived conflct of interest Twill
disclose that conflct of interest to the relevant College authority in accordance with the College's Confiict of Interest Policy.
Tconfirm this request is not in contravention of external research funding terms and conditions.

Other External Interests for Prof. Joseph Ball

status Interest Type Organisation Name Start Date End Date Days Per Year Current
] |Consuitancy Elkington + Fife 01-Jan-2017 1 @
Not Current (Approved) Directorship Director 123 21-7an-2019 207802023 2 =]
‘To be completed by the approver

Tam satisfied that acceptance of the above request will not prejudice the efficient discharge of the applicant's College and Faculty/Departmental/Divisional duties. T am not aware of any reason why its acceptance would involve either the applicant or the College in any conflct of interest.
1 the request requires a waiver for private work, I confirm I have reviewed the attached waiver signed by the external organisation. If the request is for consultancy being carried out on a private basis, I confirm that I am also happy with the reasons given s to why this work is not going through ICON.

Comments "

v
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Dear Prof. Joseph Ball

This is a confirmation that your request for a new external interest has been approved by your Head of Department (Miss Laura Bailey). Below is a summary.
of the interest which has/have been approved:

Interest Type Position Organisation Name Comments
Consultancy Consultant BBC

Please note that this approval wil last for amaximum period of five years before re-approval is needed.

If you have any queries, or require further information on the procedure and submission, please contact doi@imperial.ac.uk.

Yours sincerely

Louise Lindsay
Director of Human Resources




image13.png
10 et v e g
e e e 1t s i e f e B g 1 oo 1. 3o 501 5 e 5 e e e g o o o e o s

e s s . v s e S e . 1 Ay 1 631 5, 0 4 8 51 0 11 87 W O

| —

Comments





