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	RECRUITMENT FORM – PART 1

	

	VACANCY

	Date
	 
	Department/Unit
	 

	Job Title
	 
	Location
	 

	Reason for Vacancy
	 
	Address
	 

	No Of Positions
	 
	Hiring/Line Manager
	 

	 

	ADVERT

	Post Advertised On
	NHS ☐
	Indeed ☐
	CRGPA ☐
	LinkedIn ☐
	Training Hub ☐

	Advert Closing Date
	

	Interview Date(s)
	 

	JD & PS Attached to Email 
	Yes	 ☐
	No	☐

	 

	REMUNERATION & CONTRACT

	Contract Type
	Permanent
	Fixed Term
	Bank
	Apprentice
	Secondment

	
	 ☐
	 ☐
	 ☐
	 ☐
	 ☐

	Contract Length 
(for fixed term/secondment please add)
	  
 

	Working Pattern
	Full Time ☐
	Part Time ☐
	Flexi ☐

	Hours /Sessions Per Week
	

	Days
	Mon ☐
	Tue ☐
	Wed ☐
	Thu ☐
	Fri ☐
	Sat ☐
	Sun ☐

	Hours (e.g. 9 – 5)
	
	
	
	
	
	
	

	Annual Salary (excluding On-Costs)
	 

	Hourly Rate (excluding On-Costs)
	 

	Annual Leave
	(FTE standard starting terms 27 days plus 8 bank holidays)

	Provisional Start Date
	 

	
	

	SUPPORTING INFORMATION FOR JOB ADVERT

	Both job description and person specification need to be emailed with this form. 
This request will automatically be rejected without it.

	

	REQUIRED WORK TOOLS

	Smart Card
	 
	Microsoft License
	 

	ID Badge
	 
	Desk Space
	 

	EW Door Fob
	 
	Equipment
	 

	EW Parking Permit & Gate Fob
	 
	Uniform
	 

	Email Account
	 
	PPE
	 

	Laptop
	

	Others

	

	RECRUITMENT FORM – PART 1 (Continued…)

	

	RISK ASSESSMENT

	Does the job include exposure prone procedures? 
	Yes ☐  		No ☐

	Direct Clinical Contact (Yes/No)
	Non-Clinical Contact (Yes/No)

	Vaccinating patients
	Yes ☐  	No ☐
	Face to face patient appointments in GP Practices
	Yes ☐  	No ☐

	Moving, handling and lifting patients
	Yes ☐  	No ☐
	Face to face patient appointments in patients’ homes
	Yes ☐  	No ☐

	Appointments with pregnant patients 
	Yes ☐  	No ☐
	Face to face patient appointments in other settings (please specify):
	Yes ☐  	No ☐

	Conducting minor procedures
	Yes ☐  	No ☐
	Social contact with patients in GP Practices
	Yes ☐  	No ☐

	Using sharps, needles, etc.
	Yes ☐  	No ☐
	 
	 

	Appointments with children 
	Yes ☐  	No ☐
	 
	 

	 
	 
	 
	 

	Potential Risks Associated with Working Conditions (Yes/No)

	Lone Working
	Yes ☐  	No ☐
	Nights
	Yes ☐  	No ☐

	Early / Late
	Yes ☐  	No ☐
	Using chemicals / detergents
	Yes ☐  	No ☐

	Animals (in patient’s home environment)
	Yes ☐  	No ☐
	Handling loads (up to 45kg)
	Yes ☐  	No ☐

	 

	

		FINANCE APPROVAL

	Name
	 

	Job Title
	 

	Signature
	 

	Date
	 




	

	

	

	

	

	







	RECRUITMENT FORM – PART 2 (FOR SUBMISSION POST OFFER)

	

	OFFERED
	

	Successful Candidate’s Name
	 
	

	CRGPA Notice Period
	 
	

	Start Date
	 
	

	Annual Salary (Excl On Costs)
	 
	

	Hourly Rate
	 
	

	Work Pattern (Full Time/Part Time/Flexi)
	 
	

	Days
	Mon ☐
	Tue ☐
	Wed ☐
	Thu ☐
	Fri ☐
	Sat ☐
	Sun ☐
	

	No. of Hours
	
	
	
	
	
	
	
	

	Start Time
	
	
	
	
	
	
	
	

	Finish Time
	
	
	
	
	
	
	
	

	Job Description / Person Specification 
	Is the JD/PS the same as the version sent out with the advert?
	

	
	Yes	☐
	No 	☐	(If no, please email updated JD/PS)
	

	Right to work
	Valid UK Passport  ☐
	Visa  ☐
	

	Requires Certificate of Sponsorship
	Yes ☐
	No ☐
	

	** Finance approval is required for employees who need a certificate of sponsorship** 
	

	Hiring Manager
	 
	

	Signature
	 
	

	Date
	 
	

	APPROVALS REQUIRED IF ABOVE DIFFERS FROM RECRUITMENT FORM (PART 1)

	CEO Signature
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