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VACANCY CONTROL FORM – Schools only
Job Adverts will be placed by Human Resources within 5 working days of receiving the completed and authorised Vacancy Control Form, evaluated Job Description, Person Specification and Advertisement (using the current format). Templates can be found on the intranet on the HR home page. Please review the timescales within the Recruitment & Selection policy and plan recruitment according to these timescales. 
If you would like to consider the development of a fully funded Work Start Scheme placement, please email workstart@denbighshire.gov.uk so we can describe what this means and the support available to you as the recruiting manager.  In the meantime, if you would like some more information about the Work Start Scheme please click on the link https://www.denbighshire.gov.uk/en/jobs-and-employees/working-denbighshire/residents/work-start.aspx  

	Section Details

	Job Title (as stated on JD)
	     

	Have you reviewed the JD and PS to ensure they are still relevant and fit for purpose? E.g. are essential qualifications still correct?
	 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No (please contact HR)

	Has the JD been evaluated?  
	 FORMDROPDOWN 

	Budget Code for Advertisement
	     

	Position reference

(this can be found on iTrent > position details for existing position) 
	     
	Budget Code for Appointment
	     

	Section
	     
	Location
	     

	Line Manager
	     

	Reason for Recruitment

	Reason for Vacancy
	 FORMDROPDOWN 


	Employee Name(s)
	                 

	Termination Date(s):
	     /     /     
	HR Notified?
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No (please email HR)

	Please state the reasons and justification for requesting the recruitment to this position: 
	     

	Career Pathway Consideration

	If you would like to develop a Career Pathway, please speak to HR for support in creating this using the correct templates and ensuring a consistent process. If a Career Pathway is already in place, please ensure the table is included within vacancy pack when submitting this VCF.

	Is this position part of a Career Pathway?
	 FORMCHECKBOX 
 Yes         FORMCHECKBOX 
 No 

	If YES: 
	Job title/ID of starting position:      
Job title/ID of end position:      
	Ideally, are you seeking to appoint someone at the top, or the bottom of the Pathway?
	 FORMCHECKBOX 
 Top
 FORMCHECKBOX 
 Bottom

	If YES, is there a Framework that provides the essential qualification / experience / skills / competencies? (Please contact HR if unsure)
	 FORMCHECKBOX 
 Yes         FORMCHECKBOX 
 No

	College/Learning Provider: 

     
	Name of Framework: 

     
	Level of qualification:

     

	Contract Details

	Contract Type
	 FORMDROPDOWN 


	If Fixed Term
	From     /     /      To      /     /     

	Salary Grade
	     
	Hours per week
	     

	Working Pattern In hours & minutes (supply staff don’t have a working pattern)
	
	Mon
	Tues
	Weds
	Thurs
	Fri
	Sat
	Sun

	
	a.m
	     
	     
	     
	     
	     
	     
	     

	
	p.m
	     
	     
	     
	     
	     
	     
	     

	Is this position term time only?
	 FORMDROPDOWN 
   If yes, please state TTO percentage*:       %

*For schools, term time only percentage can be sought from the Cluster Business / Finance Manager. For corporate staff, please see the ‘Guide – working out term time only rates’ on the Intranet

	Schools: Does this post attract TLR/SEN allowance?
	 FORMCHECKBOX 
   TLR            

	
	 FORMCHECKBOX 
   SEN            

	Teachers Percentage (if applicable)
	     %

	What level of Welsh language skills are required?              
	 FORMDROPDOWN 


	Health Screening Questionnaire Analysis required? (select all that apply):
	 FORMDROPDOWN 
      FORMDROPDOWN 

 FORMDROPDOWN 
      FORMDROPDOWN 


	Is the post holder required to undergo a DBS check?     


	 FORMCHECKBOX 
 No   FORMCHECKBOX 
 Yes

Please state the full reason below.  A DBS check must be justified and if ‘yes’ is selected, this may be challenged by HR. Guidance can be found on the intranet.

	     

	Advertising details

	All job adverts are placed internally only for a minimum of 2 weeks, and only go to external advert if internal is unsuccessful. If you require a job advert to go externally straight away, please provide the justification for this below. Adverts with a request for external recruitment without justification will be placed internally by default. 

	Advert Type
	 FORMDROPDOWN 


	     


	Advertising locations

Please note, all vacancies will be advertised on both the Intranet and the DCC Website. If the vacancy is authorised for external recruitment by Head of Service & Finance, please state where it is to be advertised, including estimated costs if known. If you require adverts to be placed in specialist publications, please provide names and costs below. PR can assist with obtaining quotes for adverts. 

	     
	£      

	     
	£      

	     
	£      

	Interview date(s) (if confirmed)
	       

	Are there any assessments required in addition to the normal interview process? Or do you want to run an assessment centre?
	 FORMCHECKBOX 
  No   FORMCHECKBOX 
 Yes, 

Please contact the Organisation Development Specialist to discuss prior to advertisement.   

	Does this post fall under Domiciliary Care?  (Additional references may need to be requested)
	 FORMCHECKBOX 
  No   FORMCHECKBOX 
 Yes

	Headteacher / Head of Service and Finance Authorisation

Email signatures are acceptable if sent from the approver’s mailbox.  Emails sent on behalf of the approver will not be accepted. Application forms will only be sent to the recruiting manager (the manager who emails the information in to HR Direct), and only after the vacancy has closed. 

	
	Date
	Signed Name

	Headteacher / Head of Service
	     
	     

	Finance
	     
	     


Please forward the completed and authorised vacancy control form along with electronic copies of an evaluated Job Description, Person Specification and Advertisement to hrdirect@denbighshire.gov.uk. All documents need to be on the same email. Failure to follow this procedure or provide the correct information will result in a delay in the vacancy being advertised. 
Version 3.6 AM schools 

