[image: Imperial mono]Request to Recruit and Advertise with Funding Approval 
HR Division
12/15


[bookmark: _Toc96925318]This form should be used to request approval to recruit to all posts.  All posts (except those of six months duration or less) must be advertised and placed on the College Employment website for a minimum of 2 weeks. For guidance on the types of contractual arrangements that individuals may be appointed to please refer to the Contract Guidance for Managers.

If the post is not filled within six months of approval, departments/divisions are required to submit a new form for approval.

[bookmark: _Toc96925321]Email Approval Route
· Applications must be authorised by the Head of Department, Division, School or Institute.
· Applications for research-funded posts should be sent to your Research Services Office
· Applications for generally-funded posts should be sent to your Faculty/Support Services Finance team
· Split-funded posts:  Please include authorisations from all relevant parties
· Authorised applications must be sent to the Finance Link Manager for approval by the Faculty Operating Officer.
· Financially approved applications must be sent from the Faculty Office to the Human Resources Manager to consider any HR related issues.
	[bookmark: _Toc96925322]1  Department/Division submitting the application

	Contact Name : 
	[bookmark: Text1][bookmark: _GoBack]      
	

	Tel no / Extension
	     
	
	Email address : 
	[bookmark: Text4]     
	

	Dept/Div/Sch/Inst
	[bookmark: Text3]     
	
	Section:
	[bookmark: Text5]     
	

	



	[bookmark: _Toc96925323][bookmark: OLE_LINK1]2  Post Details

	[bookmark: Text6]Job Title : 
	     
	

	Campus:
	[bookmark: Text7]     
	
	

	Is this a new post?
	[bookmark: Check2]Yes  |_|
	[bookmark: Check1]No  |_|   If no, name of last incumbent       
	

	Job Family:
	[bookmark: Text213]     
	Job Level:
	     
	

	Percentage of general departmental/divisional funds required:
	[bookmark: Text10]     
	%
	

	
Type of contract: Open ended: |_|           Fixed term:    |_|            Temporary (12 months or less): |_|.

	
For fixed term and temporary contracts only:
Length of appointment:         Is end date fixed |_|Yes  |_| No     If yes, end date:      
If temporary contract, please give reason for request:      

	
Full time:|_|    Part time: |_|     
Basic salary £      per annum, FTE (if part time)      % equal to       hours per week
Days worked each week (if known) Sun |_| Mon |_| Tue |_| Wed |_| Thu |_| Fri |_| Sat|_|

	
Annualised hours (known work pattern): |_|

% FTE:       
Hours per week:       
Tick days worked each week (if known):  
Sun|_| Mon |_| Tue |_| Wed |_| Thu |_| Fri |_| Sat|_|
	
Annualised hours (work pattern not known): |_| 

% FTE:      
Total hours for contract period:     

	
Zero hours (Levels 1-5 and A-C only): |_|                     Estimated spend during contract period £     

	
Additional payments/allowances (e.g. ADHs/shift allowance)      

	
Will postholder manage/supervise staff?: Yes   |_|       No |_|

	Is a criminal records disclosure required for this post? Yes  |_|      No  |_|
Please refer to the Disclosure and Barring Service Checks – Guidelines for Line Managers and discuss with your designated HR Manager.



	3  Financial Information

	Generally-funded Posts

	
	Is the post specifically provided for in the current budget/planning round? |_| Yes    |_| No

	
	If yes has been answered above, specify how much is budgeted: £      
	

	
	If the post is not provided for, please
(a) attach a justification for this application, indicating the consequences if the application is not approved. 
(b) Indicate how the cost is to be contained within the budget allocation for the current financial year?

	
	     
	

	
	What are the current projected departmental/divisional balances according to your latest agreed Departmental/Divisional plan?

	
	Planned surplus/deficit for current year
	£       
	

	
	Latest in-year projected forecast
	£       
	

	
	

	 Research-funded Posts 

	
	Append evidence of the extent and duration of sponsorship.  Highlight any particular points to note below:

	
	     
	

	All posts

	
	Please provide the GL and/or POETA account code(s) for the post. Please see the Finance division website for information about account codes if you are uncertain.  

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	[bookmark: Text226]     %
	

	
	Effective date:      

	
	

	
	List additional code(s) if split funding:

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	[bookmark: Text227]     %
	

	
	Effective date:      


		
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	     %
	




	                  Effective date      


	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	[bookmark: Text228]     %
	

	
	Effective date:      

	
	

		
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	     %
	

	[bookmark: Text229]               Effective date      

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	     %
	


              Effective date      

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	     %
	


              Effective date      
	

	
	







	[bookmark: _Toc96925332]4  Post and Advert Information: 
Please email the following documents to your HR team:

	[bookmark: Check7]|_|
	The proposed advert, job description, person specification and any further particulars

	[bookmark: Check6]|_|
	An organisation chart showing the numbers, job families and levels of staff in the group to which this post relates.  Please indicate clearly on the chart the post in question.

	All adverts will automatically be placed on the Imperial College website for a minimum of 2 weeks.
Please indicate below in which publications and/or websites this advert should be placed.

	[bookmark: Check85]Imperial College website only    |_|  Is the post open to internal applicants only |_| yes  |_| no
www.jobs.ac.uk                          |_|

	External Publications/Websites – please specify: 
	[bookmark: Text28]     

	Please note that you will be asked to provide your HR team with a Purchase Order number before your advert can be placed externally – please refer to the guidance note on online ordering and payment of advertising costs for further details.
	Please also provide the account code for payment of advert. Please see the Finance division website for information about account codes if you are uncertain. 

	
	

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	[bookmark: Text225]     %
	

	
	List additional code(s) if advert charging to be split:
	

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	     %
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	     %
	






	5  Recruitment Team – iRecruitment
List below the names of staff within the department who will be involved in the recruitment administration process (i.e. corresponding with applicants, requesting references and forwarding applications for shortlisting through the system). Please do not list staff who will be involved in shortlisting applicants. Staff must attend iRecruitment training in order to be given access to the system; to book on a course please visit: http://www3.imperial.ac.uk/staffdevelopment/workshops/processes/irecruitment
	
Name
	
     

	Name
	     

	Name                   
	[bookmark: Text224]     






	6 In line with College policy it is expected that members of a recruitment panel have been trained.  In order to monitor the effectiveness of this policy, we need to know who will be on the selection panel.  Please complete below:

	Name:
	
	Department: 
	

	     
	
	     
	

	     
	
	     
	

	     
	
	     
	

	     
	
	     
	

	     
	
	     
	

	HR Use only     Copy to: LDC  |_| 



	7    Comments:      



	[bookmark: _Toc96925339]8   Authorisation Details - All Posts

	[bookmark: Text31]Name
	[bookmark: Text216]     
	Date
	     
	

	Line Manager/ Principal Investigator

	Name
	[bookmark: Text217]     
	Date
	[bookmark: Text32]     
	

	Head of Department/Division



	9    Authorisation Details – Generally funded Posts

	Name
	     
	Date
	     
	

	Finance Approval

	Name
	     
	Date
	     
	

	Faculty Principal – for Academic posts

	Name
	     
	Date
	     
	

	Faculty Operating Officer – for all other posts 



	[bookmark: _Toc96925346]10   Authorisation Details - Research-funded Posts (for completion by Research Services/Joint Research Office)

	
For appointment to a salary scale:
Do the funds permit initial appointment across the full range of the salary level?
	

[bookmark: Check17]Yes  |_|
	

[bookmark: Check18]No  |_|
	

	If no, up to what point do the funds allow? 
	Point
	[bookmark: Text38]     
	

	
      For appointment to a fixed salary:

	[bookmark: Check19]Does funding allow for COLA* to be implemented?               Yes  |_|    No |_|
If yes, from which date? DATE:      
If no, can COLA be implemented using alternative funding? Yes  |_|    No |_|
If yes, please provide details:      

Enhancements
Does the salary include an enhancement?                            Yes  |_|    No |_|
If yes, what is the amount of the enhancement?      
Does the funding allow for COLA to be implemented?           Yes  |_|   No |_|  
If yes, date from:      
If no, can COLA be implements using alternative funding?    Yes  |_|   No |_|  
If yes, please provide details:      

Are there any other special conditions which apply to the funding of this salary e.g. sponsor’s own COLA, increment month etc? Yes  |_|   No |_|  If yes, please provide details:      
*COLA = Cost of Living Award = Local/National Pay Award

Fellowships
Is this post an external research fellowship? Yes               No
If yes, please state:  title of fellowship          Fellowship analysis code:      

Funding Body:       e.g. Wellcome

What is the maximum duration of the grant given to fund this appointment?
      years  and/or       months

(if appointments are not made for the duration of the contract, HR will verify reasons)

Is there a fixed starting date Yes  |_|  give date:      ,   No |_|  
       Additional comments:      

	Faculty of Medicine use only: Appointment may be made without further reference to Joint  Research Office if the above conditions remain unchanged, otherwise the New Contract Request form must be forwarded to the Joint Research Office for approval prior to being sent to HR
	

	

	Research Services/ Joint Research Office’s Approval:

	Name
	     
	Date
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