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APPROVAL PROFORMA

To be completed and submitted by the Corporate Director or Section Manager to the Workforce Planning Panel then (if appropriate) forward on to Management Team.  If agreed, concurrence will be sought from the Chief Executive or the Workforce Panel.

	1. Subject of Request
	Post Number
	

	
	Post Title
	

	
	Post Holder
	

	
	Dept / Section
	

	
	Grade / Hours
	
	

	2.  Reason for Request
X as appropriate






	Permanent Recruitment
	
	Comments: 



	
	Fixed Term Recruitment
	
	

	
	Internal Promotion
	
	

	
	Maternity Leave Cover
	
	

	
	Honoraria Payment
	
	

	
	Extension of Contract
	
	

	
	Increase in Hours
	
	

	
	Acting Up Arrangement
	
	

	
	Engagement of Agency Staff
	
	

	
	Other
	
	

	3.  Options Considered &   Proposal
	

	4. Implications (Financial) & Budget Movement NEW
	

	
	This request does / does not require a budget movement form to be completed. The above workings have / have not been checked with Accountancy.

	5. Implications (Operational)
	

	6.  Attachments
X as appropriate
	(i)    Job Description and Personal Specification
(ii)   Career Grade
(iii)  Budget Movement Notification Form
	

	
	(i) 
	

	
	(ii) 
	

	7. Signature of Head of Department

	Signed……………………………………. .         Date…………………..
Head of Department or Departmental Manager



N.B.  In order for your request to be considered, full completion of this document is required.

	APPROVAL PROFORMA NUMBER
(HR use only)
	000



	HR Notes 
 






	9. Workforce Panel Comments
	

	9. Management Team Comments
	

	
10. Concurrence
	
I agree/do not agree to the above request.

Signed……………………………………. .         Date…………………..
Richard Barrett, Assistant Director – Finance and IT


Signed……………………………………. .         Date…………………..
Marcia Fuller, People Development Manager/
Jo Williams-Lota, People and Culture Manager


I agree/do not agree to the filling of the above vacant post. 

Signed……………………………………. .         Date…………………..
Ian Davidson, Chief Executive
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