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Health & Social Care Partnership



Vacancy Management Request



Please complete all the relevant fields below 


	VACANCY INFORMATION

	HSCP

	 

	Department/Team/Service

	     

	Job Family NHS/PKC
	 
	

	Post Title 
	     

	Post Number (10 digit number shown on MyView or “New Post”)
	       N/A for NHS

	Reason for Vacancy (provide name of previous/ current postholder if applicable) 
	                  

	Number of Vacancies
	     

	Hours per week (complete both)
	
 
	      PKC

	Is this post:  Perm/Fixed-Term/ Perm with Fixed Term Funding
	

	Reason for Temporary/Fixed Term/ Secondment 
	     

	If Post is Temporary/Fixed-Term/ Secondment
	Start from
	To
	Or Period of Time

	Job Grade/Band (complete both)
	      Band NHS
	      Grade PKC

	Post will report to (Line Manager’s name, job title and telephone no)
	     

	Post Location (address where the post will be based)
	     

	Source of Funding/Financial Code & Budget Holder (PKC)
Group Code and Pay Point (NHS)

(Complete All)
	      



	
	Group Code

	Pay Point

	Disclosure/PVG Check

	 

	Does this post have responsibility for staff?
	Yes    
	No      


	ADVERTISEMENT INFORMATION

	Advertisement Date (when you want to have the post advertised)
	      

	Closing Date (or how long you want the post advertised) 
	     

	Job Category (for Talentlink advertisement - searching and job alerts)
	

	Advertisement Text

(The text which will appear on the portal when advertising the vacancy)

‘The Role’ should include details about the job activities, team, location and any other information you wish to provide about the job.

‘The Person’ should include details about the experience, skills, personal attributes and knowledge that you are looking for in candidates.  If required, this would also be the place to say how to apply, what checks are undertaken, interview arrangements, person to contact for further information, etc.

Also if you have a gender imbalance in your workforce, you may wish to add the following phrase to your advert: 
“This job may have been mainly carried out by [women/men] but we would encourage you to apply if you meet the requirements irrespective of your gender.”

Please refer to Writing Effective Recruitment Adverts. 

	The Role
     

	
	The Person
     


	
	Qualifications/Memberships

     

	Media Options (please tick ( all that apply and enter which external media if required).  
Trade Union consultation is required prior to advertising posts on a ring-fenced basis.

	Ring Fenced 

Internal (MyJobScotland/StaffNet)
External (MyJobScotland/Job Train)
External Media
(If yes, state publication)
Social Media
	


 

    

	APPLICATION QUESTIONNAIRE

	Electronic Application Form
(Please check our list of Current Questionnaires.  If you need advice, please contact the Recruitment Team to discuss.)
	Develop HSCP Questionnaire (s)


	INTERVIEW INFORMATION

	Chair of Panel (and Recipient of OH Report) (Name and Job Title)
	     


	Other Interview Panel Members (Names and Job Titles)
	     

	Anyone else to have access to applications on Talentlink (Names and Job Titles)
	     


	JUSTIFICATION FOR FILLING THE POST – 

	What are the risks or implications for the Team/Division/Service/ Partnership of not filling this post?
Explain the business case for filling the post in this way and at this time. How is the filling of this post critical to the Partnership?  Has the Service/Team undergone any review recently?  Is there volume information available for this Service/Team and if so, are volumes increasing or decreasing?  Does this post deliver statutory functions? Is this job critical to any contractual commitments of the Partnership?

	     

	What alternative options have you considered to deliver the functions?
For example, re-allocation of duties amongst existing staff at the same level or amongst staff at a level below the vacancy which may require consideration of regrading or temporary higher duty payments (short term only)?   Redesign job?  Create career path/entry level job/apprenticeship?  Reduce hours of work?  Fixed term for task or project?  Transfer to alternative area?

	     

	Will the removal and relocation Scheme apply to this post?  
If so, why? 
	     

	Submitted by Name (must be authorised budget holder)
	     


Declaration

I confirm that this post has been evaluated/job-sized and that the Chair of the Interview Panel has undertaken HSCP Recruitment & Selection Training.  I have discussed this vacancy with my Head of Service (noted above) who has authorised the request to be submitted for approval.
	Head of Service (authorised budget holder)
	     

	Date sent to Recruitment Team


	     


Please e-mail, together with the Job Profile/Decription and Person Spec (NHS Only), to the following:
recruitment@pkc.gov.uk
TAY.pkhscpraaf@nhs.scot
Revised August 2018
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