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Vacancy approval form
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This form must be completed in full accompanied by a Job Description and Person Specification. Failure to do so may delay the process.

Completed forms should be sent to recruitment@kingedwardvii.co.uk and Human Resources will approve the requirement and escalate for approval with the CEO. You will be informed once the vacancy has been approved.
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Section a: vacancy details

Position number
TBC
Job title
Ophthalmic Technician
Proposed salary
£23,000 

Requirement
Full time 
Appointment
Permanent 
If fixed term, detail duration
N/A
Hiring manager
Rebecca Middleton
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	Section b: vacancy justification
	
	
	
	

	
	
	
	
	
	

	Is this a replacement?
	 No.
	
	
	

	
	
	
	
	
	

	If yes, who is this replacing (name)?
	
	
	
	

	
	
	
	
	
	

	Current salary (if applicable)
	
	Post vacant from
	
	
	

	
	
	
	
	
	

	Is there an increase to current cost? (specify how much)?
	 N/A
	
	
	

	
	
	
	
	
	

	Is there an increase in headcount according to staffing
	 N/A 
	
	
	

	kpi?
	
	
	
	

	
	
	
	
	
	

	Patient numbers over past three months
	Last month
	Month before last
	Month before

	
	
	
	
	
	

	
	
	
	
	
	


Additional business justification - mandatory (i.e. If a replacement post, does current patient case load still require post? If a is this post within budget?)
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This post has been budgeted in the approved Ophthalmology Business Case. The Ophthalmic technician will support the Senior Ophthalmic Technician in the day to day operations of the unit.   
	Does this role involve patient contact?
	(
	Does this role involve epp?


Section c: approval

Head of Department

HoD (print name)
Rebecca Middleton 
Signature

Date
02/10/2017
	Head of HR
	
	CEO
	

	
	
	
	

	Signature
	
	Signature
	

	
	
	
	

	Date
	
	Date
	

	
	
	
	


Vacancy approval form guidance

Section a: vacancy details

Position number – this field is to identify the vacant position code according to the organisational structure. This will be introduced at a later date.

Proposed salary – identify the salary range you are able to offer the potential candidate. Please note this does not mean candidates will have visibility of the range. The advertisements will be discussed once the role is approved.

Requirement – select from the drop down menu whether the vacancy is for a full time or part time requirement.

Appointment – select from the drop down menu whether the appointment is for a permanent, temporary or fixed term contract.

If fixed term, detail duration – must state the start and finish dates of the assignment.

Section b: vacancy justification

Post vacant from – state the date the current post holder leaves or if post is currently vacant state the date which headcount is needed.

Section c: approval

Once the form has been approved HR will contact you to discuss the role requirements.
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