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Complete Vacancy Management Form (R1a) and back up documentation
	

	

	

	

	


	VMF R1a

	Advert R2
	Job Description
	Person Spec
	Business Case R1b 
(New posts only)



	The recruiting manager should authorise the VMF
and email all documentation* to Finance for approval;
Brian Gilmour / Susan Hynd / Fiona Robertson 

It would be helpful if the appropriate Divisional Admin could be copied in at this point
Brenda Ward (Fife Wide)
Carol Jaundrill (West)
Kirsty Chater (East)




	 If approved, Finance will return the VMF (by email) to the appropriate Divisional Admin.

VMFs are recorded and given a ref. no, then passed to 
the appropriate Divisional General Managers Office for approval and to add the business rationale






	VMFs are then passed to Michael Kellet for approval/discussion at SLT Meeting
(Deadline -12noon on a Thursday to Kerry Elliott)

VMFs will be returned on a Friday to the Divisional General Managers Office for 
onward distribution to the appropriate Divisional Admin



	Divisional Admin will submit paperwork* to Recruitment Hub (Fife-UHB.HRVMF@nhs.net)
(Deadline - 5pm on a Tuesday)

*HR will only accept “word” copies of the Job Spec, Person Spec and Advert.
If documents are not with the Divisional Admin by this point this may delay in the VMF being processed.  






	If Recruitment receive the approved paperwork within the above timescale 
posts will be advertised the following week

e.g. If a post is approved at SLT on Friday 1st April 2016 and is submitted to Recruitment before Tuesday 5th April 2016 
it will be advertised on Tuesday 12th April 2016, if we miss the cut-off will not be advertised until 19th April 2016



 (
Vacancy Advertised for two weeks
)     
 (
Non Clinical 
shortlisting
 sent to Recruiting Manager within 
7 working days of closing date
)
 (
Clinical
 
shortlisting
 sent to Recruiting Manager within 
3 working days of closing date
)

 (
Recruiting Manager to return 
shortlisting
 and interview details within 
10
 working days
) (
Recruiting Manager to return 
shortlisting
 and interview details within 
5 working days
)

 (
Recruiting Manager to give the Recruitment Team 
10 working days notice of interview
)

 (
Recruiting Team to issue invite to interview letters within 
5
 working days notice of interview
)
 (
Recruiting Manager to return recruitment paperwork and request references within 
2 working days of interview
)		


 (
Notes for Manager – Clinical Posts 
Interview date to be included on advert would be 6 weeks from publication date (4 weeks from closing date of advertisement) 
Shortlisting
 decisions should be scheduled in your diary between 4 and 7 days of closing date of advertisement
Pre-Employment Checks will vary but outstanding checks should be queried with Recruitment from 3 to 4 weeks of interview date
) (
External 
Candidate – 
Recruitment Assistant
Within 2 working days of receipt:
Update database
Issues regret letters
Issue 
conditional offer letter, health questionnaire and 
Disclosure
/PVG
 application 
(
as applicable
)
 Within 1 working day of receipt:
Process the returned PVG/Disclosure (NOTE: Disclosure Scotland normally takes an average of 3 weeks at this stage) 
Process the returned Health Questionnaire
Confirm pre-employment checks are complete with the manager
Within 3 working days of completed checks 
Issue unconditional offer
) (
Internal Candidate – 
Recruitment Assistant
Within 2 working days of receipt:
Update database
Issues regret letters
Issue PVG/Disclosure application as applicable via mail 
Issue Health Questionnaire if applicable
Within 1 working day of receipt:
Process the returned PVG/Disclosure and Health Questionnaire if applicable (NOTE: Disclosure Scotland normally takes an average of 3 weeks at this stage) 
Confirm pre-employment checks are complete with the manager
Within 3 working days of completed checks 
Issue unconditional offer
)















APPENDIX 6C
VACANCY APPROVAL – NEW POST 
CORPORATE DIRECTORATE 

 (
VACANCY ARISES NEW POST
)






 (
Job submitted for evaluation
)

 (
The VMF and R1b Request to Recruit to New Post is authorised by the appropriate EDG member
(
see
 separate arrangements for Health & Social Care & Acute Posts
)



 (
Manager submits Job Description, Person Specification, Advert and Vacancy Approval to Recruitment Department 
(by Tuesday 4pm)
)


 (
Recruitment to submit post to EDG for approval where required
)


 (
Post Approved
) (
Post not Approved 
)



 (
Outcome notified by Recruitment Team 
) (
Outcome notified by Recruitment Team 
)


 (
Recruitment Section bring all vacancies to attention of redeployment group 
)
VACANCY APPROVAL – NEW POST 
CORPORATE DIRECTORATE 

 (
VACANCY ARISES 
REPLACEMENT
)




 (
EMPLOYEE RESIGNS 
)



 (
Changes to Job Description 
)
 (
YES
)
 (
Job submitted for evaluation 
) (
Manager conducts Exit Interview 
)


 (
NO
)

 (
Vacancy Management Form (VMF) completed and submitted to relevant EDG member for approval.
(
see
 separate arrangements for Health & Social Care and Acute Posts) 
)


 (
Job Description, Person Specification, Advert and Approved Vacancy Management Form submitted to Recruitment Department 
(by Tuesday 4pm)
)


 (
Specified vacancies are submitted to EDG for approval and outcomes notified by Recruitment Team
)


 (
Recruitment Section bring all vacancies to attention of Redeployment Group 
)
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		ADVERT DETAILS FORM








[image: image1.png]





		



		This form should be completed to ensure the correct details are included in the advert for the post.



		



		



		Post Title:



		



		Location:



		



		Salary/Banding:



		



		Hours:



		



		



		



		Advert Text:



		



		



		



		



		Informal Enquiries:


(If appropriate)



		



		



		



		Recruitment will insert details of how to apply for the post and a closing date of two weeks after publication date unless otherwise specified.



		



		



		



		

Signed: ………………………………………………………..

		Date: ……………………………



		

		



		








�















FORM R2












1
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JOB DESCRIPTION TEMPLATE                                   [image: image1.png]





		1. JOB IDENTIFICATION



		Job Title:                                             


Responsible to (insert job title):         

Department(s):                                    

Directorate:                                         


Operating Division:                            


Job Reference:


No of Job Holders:                              


Last Update (insert date):                 







		2.  JOB PURPOSE



		





		3.DIMENSIONS



		





		4.  ORGANISATIONAL POSITION



		





		5.   ROLE OF DEPARTMENT



		





		6.  KEY RESULT AREAS



		 





		7a. EQUIPMENT AND MACHINERY



		



		7b.  SYSTEMS



		





		8. ASSIGNMENT AND REVIEW OF WORK



		





		9.  DECISIONS AND JUDGEMENTS



		





		10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB



		





		11.  COMMUNICATIONS AND RELATIONSHIPS



		





		12. PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB



		Physical Skills (on a daily/frequent basis)


Physical Demands (on a daily/frequent basis)


Mental Demands (on a daily/frequent basis)


Emotional Demands (on a daily/frequent basis)


Working Conditions (on a daily/frequent basis)


 





		13.  KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB



		





		14.  JOB DESCRIPTION AGREEMENT



		A separate job description will need to be signed off by each jobholder to whom the job description applies.


 Job Holder’s Signature:


 Head of Department Signature

		Date:


Date:
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PERSON SPECIFICATION 


BAND ………..


POST TITLE


		

		ESSENTIAL

		DESIRABLE

		MEASURE



		Experience

		

		

		



		Qualifications / Training

		

		

		



		Knowledge

		

		

		



		Skills

		

		

		



		Aptitude  

		

		

		



		Other

		

		

		





Date;    ………………..

Review Date;   ………………..
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REQUEST TO RECRUIT TO NEW POST

		FORM R1b




		TITLE OF POST:


LOCATION:

		GRADE:


DATE:



		



		



		This form must be completed in full for all new posts 



		



		Please give clear details of the purpose of this post:






		



		Please give details as to why this post is required and there are no other alternatives:






		



		Please detail how this post will be funded:


CONFIRM FUNDING RECURRING:
YES / NO 






		



		AUTHORISATION



		



		Recruiting Manager:


I confirm that the information given is correct.


Signed: ………………………………………..
Date: …………………………..


Full Name: ……………………………………
Designation: …………………..






		



		Executive Director Group Member: 


I confirm that the recruitment to this new post is consistent with the service requirements of the Division / Corporate Directorate.


Signed: ………………………………………..
Date: …………………………..


Full Name: ……………………………………
Designation: …………………..






		





		Directorate or Community Services Accountant Authorisation:


I confirm that there is funding available for this new post. 


Signed: ………………………………………..
Date: …………………………..


Full Name: ……………………………………
Designation: …………………..








This form should be attached to the completed Vacancy Management Form (R1a) and forward to the Human Resources Directorate Inbox fife-uhb.HRVMF@nhs.net along with all relevant documentation for processing.  


		RECRUITMENT PANEL

POST APPROVED   /    NOT APPROVED   (delete as appropriate) 


Signed: ……………………………………
          Date Approved: …………..


Full Name: ……………………………………
Designation: ……………..……..
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POST NO: 

…………………………………………………………………………………..



RATIONALE: …………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
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    Vacancy  Identified     VMF     Signed off   by General Manager  and EDG member    

Recruitment   VMF submitted electronically to:   fife - UHB. financevmf s @nhs.net   & fife - UHB. hrvmf@nhs.net   Finance  have the authority to withdraw the  vacancy within 48 hours   Submission deadline  Tuesda y 5pm    

Redeployment   Panel     Vacancy Panel     ( Monday )   SHOW   Bulletin   ( Tuesda y)   Planned  interview  date within  6/7 weeks of  VMF date     Shortlisting  pack to  recruitment  manager  within 5  working  days   Return to  recruitment  within  maximum of  10 working  days of  interview  

INTERVIEW   -   Interview   paperwork to  recruitment   within 3  working days of interview   -   Phone/email ref erence s   -   Notify candidates   Conditional Offer   within 3 working  days, including    OH & PVG   Checks complete    Unconditional offer   Notice period     Start Date (must notify  recruitment)   INDUCTION  

All electronic  

Up to one week  

For 2 weeks   Up to 5 weeks  

Up to 7 weeks   Up to 8   weeks  

12 weeks  

16 weeks  


Microsoft_Office_Word_Document1.docx
		 (
All electronic
)

		 (
Up to one week
)

		

		

		 (
Up to 5 weeks
) (
For 2 weeks
)

		





 (
Recruitment
VMF submitted electronically to:
fife-UHB.
financevmf
s
@nhs.net
 
& fife-UHB.
hrvmf@nhs.net
Finance 
have
 the authority to withdraw the vacancy within 48 hours
Submission deadline 
Tuesda
y 5pm
) (
Return to recruitment within maximum of 10 working days of interview
) (
Shortlisting
 pack to recruitment manager within 5 working days
) (
SHOW
Bulletin
(
Tuesda
y)
Planned interview date within 6/7 weeks of VMF date
) (
VMF
Signed off
by
 General Manager and EDG member
) (
Vacancy Identified
) (
Redeployment
Panel
Vacancy Panel
(
Monday
)
)













 (
16 weeks
) (
12 weeks
) (
Up to 7 weeks
) (
Up to 8
 weeks
)

 (
INDUCTION
) (
INTERVIEW
) (
Start Date (must notify recruitment)
) (
Checks complete 
Unconditional offer
Notice period
) (
Conditional Offer
within
 3 working days, including 
OH & PVG
) (
Interview
 paperwork to recruitment
 within 3 working days of interview
Phone/email ref
erence
s
Notify candidates
)
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		Recruitment use only:


Ref No:..............................................................


Date Approved:.................................................


Signature:..........................................................



		VACANCY MANAGEMENT FORM
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		Recruitment Use Only



		Reference No

		



		Bulletin Insert Date

		



		



		This form must be completed in full prior to any post being advertised


 Original hard copy sign off is required by all signatories



		



		POST DETAILS



		



		Division/ 


Corporate Directorate:

		

		Directorate:

		



		Department/Ward:

		

		Location:

		



		Post Title:

		

		Banding:

		



		Hours & Work Pattern:



		

		WTE:

		



		Contract Type: 

		Permanent   FORMCHECKBOX 


		Fixed Term   FORMCHECKBOX 
  

		Duration:

		                  Bank  FORMCHECKBOX 




		Reason for fixed term contract:           

		



		Please note fixed term contracts will only be advertised for a maximum duration of 21 months.


Please be mindful of the implications of fixed term contracts and your managerial responsibilities for managing contracts of this nature.



		



		REASON FOR VACANCY



		

		

		

		

		

		



		Replacement

		 FORMCHECKBOX 


		Secondment

		 FORMCHECKBOX 


		Development *

		 FORMCHECKBOX 




		Sickness

		 FORMCHECKBOX 


		Maternity Leave

		 FORMCHECKBOX 


		Establishment Change

		 FORMCHECKBOX 




		*If the reason for the vacancy is a development where new funding is to be received or a new post, you are required to complete an R1B form which should be authorised by the appropriate EDG member and submitted with the Vacancy Management Form

Is an R1B Required for this post   Yes   FORMCHECKBOX 
     No      FORMCHECKBOX 
                   If yes, is it attached   Yes   FORMCHECKBOX 
     No      FORMCHECKBOX 






		



		Case for vacancy (please state why this post should be filled and include full details of any skills mix changes):





		



		

		

		

		



		Previous Postholder


 (as known to payroll): 



		

		Final Date of Employment:



		



		Pay No:

Banding:

		

		WTE:

		



		Contract Type:

		Permanent   FORMCHECKBOX 


		Fixed Term   FORMCHECKBOX 
   

		Duration:

		





		Is this post open to NHS Fife internal candidates only?

If yes, please provide reasons


……………………………………………………………………………………………...


Does this post involve shift or weekend working?

		Yes   FORMCHECKBOX 
     No      FORMCHECKBOX 


Yes   FORMCHECKBOX 
     No      FORMCHECKBOX 




		DISCLOSURE / REGULATED WORK REQUIREMENTS



		Does this post require a Standard Disclosure check as defined by NHS Fife policy?

Does this post involve regulated work with children, vulnerable adults or both?


If yes PVG Membership is required, please circle the category required

		Yes   FORMCHECKBOX 
     No      FORMCHECKBOX 


Yes   FORMCHECKBOX 
     No      FORMCHECKBOX 


Children/Vulnerable adults /Both



		RECRUITING MANAGER DETAILS



		

		



		Name(as known to payroll):




		

		Base:

		



		Designation:




		

		Telephone:

		



		Email Address:




		

		

		



		Do you want shortlisting to be sent to the recruiting manager?



Yes   FORMCHECKBOX 
     No      FORMCHECKBOX 


If no who should it be sent to?  ……………………………………………………………

Would you like an email to be sent to the recruiting manager / contact when shortlisting is available for 

collection / post?                                                                                                                Yes   FORMCHECKBOX 
     No      FORMCHECKBOX 


Would you like to arrange to collect shortlisting rather than it going in the internal mail?  Yes   FORMCHECKBOX 
     No      FORMCHECKBOX 






		



		ADVERTISING INFORMATION



		All posts will be placed in the NHS Fife Vacancy Bulletin, on SHOW, Job Centre Plus and other associated websites.



		If the advert is to be placed in an external publication please give details of publication and reason for requesting external advert



		



		



		AUTHORISATION



		



		Recruiting Manager:



		



		I confirm that the information given is correct and that I have considered all options and alternatives to recruitment. 

I have ensured vacancy approval is obtained and where an R1B is required for a new post I have included this. 


I have attached all relevant documentation including:



		

		

		

		

		



		

		Person Specification

		 FORMCHECKBOX 


		Advert Form

		 FORMCHECKBOX 




		

		Job Description

		 FORMCHECKBOX 


		

		



		Signed: ………………………………………………………

		Date: ……………………………



		Name: ………………………………………………………

		Designation: ……………………………





		





		



		Directorate Manager/Divisional General Manager/Other Authorised Signatory:



		



		I confirm that the recruitment to this post is consistent with the service requirements of the Division/Corporate Directorate.



		Signed: ………………………………………………………

		Date: ………………………….



		Name: ………………………………………………………

		Designation: ……………………………





		



		



		Executive Director Group (EDG)  Member Authorised Signatory:



		



		I confirm this post has been approved and I am satisfied with the requirements to recruit to the post





		Signed: ………………………………………………………

		Date: ………………………….



		Name: ………………………………………………………

		Designation: ……………………………





		



		



		





NOTE:


On completion this form should be forwarded to the Finance Directorate inbox financevmf@nhs.net  and the Human Resources Directorate Inbox fife-uhb.HRVMF@nhs.net along with the appropriate advertisement, Job Description and Person Specification.

		Directorate or Community Services Accountant Authorised Signatory:



		Financial Code: ………………………………………………






		I confirm that there is funding available for this post or it is a new post with an R1B attached






		Signed: ………………………………………………………..

		Date: ……………………………



		Name: ………………………………………………………

		Designation: ……………………………





		





		eESS System Administrator:



		Core Position Number: ……………………….  

Main Cost Centre……………………………..





		



		Post Descriptor: ………………………………     

GCPP…………………………………………..
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FORM R1a (eESS)
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