	ESTABLISHMENT & VACANCY CONTROL FORM
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	SECTION 1 - REQUEST SUMMARY



	1.1
	Type of Request; please select…
☐Permission to recruit to a new Position / Title 
☐Permission to recruit to a new Job Description / Person Specification (to be attached)
☐Permission to recruit to a new Salary Rate
☐Other request, please provide details in the box below;


	
	

	

	1.2
	Post Details

	[bookmark: _Hlk134550626]
	Post Title:
	


	
	Dept / Service:
	
 

	
	Annual FTE Salary (excluding on Costs):

	

	
	Hours:
	
 

	
	Base Location:

	

	
	Is Professional Registration required?

	☐YES  ☐NO
If yes, please confirm professional registration required.


	
	Contract Type:
	☐Permanent  
☐Bank 
☐Fixed Term 
Fixed Term Duration:
Fixed Term Reason:
☐ Limited Term Project                      Covering: ☐ Maternity/adoption leave
☐ Short term funding                                            ☐ Career Break
☐ Training Contract                                               ☐ Secondment
☐ Other. Please specify_____________


	1.3
	Recruiting Manager Name:
	

	
	Job Title:
	

	
	Telephone:
	

	
	Email:
	


	
	
SECTION 2 – CASE TO APPOINT


	2.1
	Please provide a full justification for why there is a need for this new request:







Once completed please send, with all supporting documents, to your department manager for completion of section 3.


	
	

	


	SECTION 3 – DEPARTMENTAL AUTHORISATION


	Requesting Manager Name:
	

	Requesting Manager Job Title:
	

	Signature:

	
	Date:
	

	
Once completed please send, with all supporting documents, to HR (crgpa.hr@nhs.net) for distribution to the establishment panel.



	SECTION 4 – FINAL AUTHORISATION*
*To be completed by the Establishment Panel


	Approval Status:
	☐Approved  ☐Declined

	Chief Officer Name:
	

	Chief Officer Job Title:
	

	Signature:

	
	Date:
	

	Further Comments:




The fully authorised forms should be sent, along with all supporting information to HR (crgpa.hr@nhs.net) for processing.
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