


[bookmark: _GoBack]Recruitment Request Form
Please complete all sections fully

	Post Details:
	

	Post Title:  
	Post ID (existing posts):  


	Grade:  
	Is this a new post?   Yes / No


	School/Department:  
	New Posts Only - have the Grade and Post Details been agreed with HR?        Yes / No

	Line Manager (Name):  

	Location:  

	Full Time / Part Time

	Hours Per Week:		Days Per Week:  


	Term Time Only	Yes / No

	If Yes, Weeks Per Year:

	Permanent / Fixed Term	 


	Start Date:

End Date:

	Is this post a 
Replacement / maternity cover?	Yes / No

If yes who this is a replacement /maternity cover for: 


	Does this individual require a CRB check?      Yes / No

Applicable only if it is part of the post holder’s normal
duties to either have regular contact with children or   
vulnerable adults or to care for, train, supervise or be 
in sole charge of them.




	Advertising: Please note: 
1. All full time vacancies will be advertised as open to candidates wishing to job share unless otherwise agreed.
2. HR will fund one local or national advert.  Any additional advertising is charged to the department or School.

	Local Press/Website	 
Name(s):


	Specialist Journal				Y / N
Name(s):



	National Press/Website
Name(s):


	Internal						Yes / No 

	
	Job Centre					Yes / No



	Funding and Authorisation:
	Funding Available                                                  Yes / No

	Budget Holder:
	Budget Code: 

	DV-C: Finance & Resources  Supported   Yes / No

	Director of HR Supported      Yes / No 

	Vice-Chancellor  Approved  Yes / No
	VC Signature                                     Date: 




