APPENDIX 3

VACANCY CONTROL SYSTEM PROFORMA

FORM TO BE COMPLETED WITH REGARD TO EACH VACANCY

OR REQUEST FOR A NEW POST

	1. JOB TITLE & DEPARTMENT:




	2.
IS THIS A NEW POST?   


IF NO:

Proceed to Question 3


IF YES:

Is there an inescapable need to create this post?  

IF NO:

Proceed to Question 9


IF YES:

Give detailed explanation as to the reason this post must be created:

and proceed to Question 3.


	3.
IS THIS POST WITHIN AN ‘AT RISK OF REDUNDANCY’ GROUPING OR COULD IT BE A SUITABLE ALTERNATIVE EMPLOYMENT OPPORTUNITY?  


NO:

Fill post in normal way in line with the Staff Commission’s Code of Procedures on Recruitment and Selection i.e. public advertisement


IF YES:

Proceed to Question 4


	4.
WHAT IS THE CURRENT STATUS OF THIS POST?


(permanent, fixed term, temporary)

Are there any special considerations to be taken in to account with regard to the current status of this post?

(eg. the rights of employees in fixed term posts under the fixed term contract regulations)




	5.
IS IT ESSENTIAL THAT THIS VACANCY IS FILLED?

Consultation/Negotiation Forum to consider:

· Written submissions from line managers

· If duties of post are critical to the ongoing work of the council until RPA

· Could duties be distributed among existing staff?

· Could post be filled on a temporary, acting up or secondment basis by existing staff?

After due consideration, is it deemed necessary for the vacancy to be filled?


IF YES:

Proceed to question 6


IF NO:

Proceed to question 9



	6.
IS POST HELD BY AN OFFICER WHO IS DUE TO RETIRE AND COULD RETIREMENT BE DELAYED WITH AGREEMENT OF OFFICER?  


IF NO:

Proceed to Question 7


IF YES:

Proceed to Question 9


	7.
IS THIS POST TEMPORARY/FIXED TERM?  


IF NO:

Go to Question 8


IF YES:

If temporary

Can post be extended on a temporary basis?

What are the implications of this?

If fixed term

Can fixed term post be extended?

What are the implications of this?

Is it possible for post to be extended?
IF YES:

Proceed to Question 9


IF NO:

Proceed to Question 8


	8. CAN WE FILL THE VACANCY USING RESTRICTED POOLS?

Could training be provided to enable internal candidates to apply?


IF NO:

Externally advertise and go to Question 9


IF YES:

Consider equality implications and decide course of action.

Do we offer as a temporary, fixed or secondment opportunity? Consider the implications of TUPE.

Consider restricted pools and decide whether to trawl either:

· “at risk” in the individual council

· “at risk” staff in the amalgamated council cluster

· “at risk” staff across all the 26 councils

· the “at risk” staff across all the sectors in the RPA Affected Groups 




	9.
DECISION MADE WITH REGARD TO THIS VACANCY WITH DETAILED EXPLANATION OF DECISION REACHED.

For each vacancy or new post created, an individual decision will be made based on the circumstances and the data available at the time.




	10.
HAS FORMAL CONSULTATION TAKEN PLACE WITH TRADE UNIONS ON THIS PROCESS?

COMMENTS




	11.
APPROVAL AND ACTIONS.

Proforma completed by:          ___________________      date: ________
Actions approved by:              ___________________       date: ________
                                                   Chief Executive or Director




