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Greater Glasgow
and Clyde



VACANCY REQUEST FORM
	SECTION 1
DETAILS OF POST (To be completed for all posts)

	Job 

Title
	     
	Grade/Band
	     

	
	
	Number of Posts
	     


	Tenure:
	 FORMDROPDOWN 
 
	Duration
	     
	Reason for fixed term/secondment
	     


	Hours:
	     
	Shift Pattern:
	     


	CHP/Directorate
	     
	Location
	     

	
	
	Postcode
	     


	Department
	     
	NB.  If post unsuitable for job sharing please provide reason on separate sheet


	New Post
	 FORMCHECKBOX 

	Replacement
	 FORMCHECKBOX 

	Replacing Who
	     
	Date Vacated
	     


Is this post considered to be a Healthcare Support Worker Post             FORMCHECKBOX 
 Yes       FORMCHECKBOX 
  No

	PVG MEMBERSHIP/DISCLOSURE SCOTLAND CHECK

The Protecting Vulnerable Groups (PVG) Scheme is now in force and replaces the use of Enhanced Disclosures to check the suitability for people working with Children and/or Vulnerable Adults.  This means that staff appointed to posts which fall into the category of “Regulated Work with Children or Protected Adults” will require as a condition of their employment to join the Disclosure Scotland PVG Scheme.  This means that for posts considered to fall into  the category of “Regulated Work with Children or Protected Adults” staff appointed will require to become PVG Scheme members.

Please Note:  For posts not considered to be in the category of Regulated Work with Children or Protected Adults, a Standard Disclosure Scotland Check may still be required.
In order to determine which Disclosure Scotland Check (e.g. PVG Scheme Membership, Standard) is applicable, please answer the following questions:-

DOES THE POST REQUIRE A DISCLOSURE SCOTLAND RECORD CHECK

YES

 FORMCHECKBOX 

NO

 FORMCHECKBOX 

DOES the postHOLDERS NORMAL DUTIES INVOLVE REGULAR unsupervised contact with CHILDREN AND/OR PROTECTED ADULTS FOR THE PURPOSE OF THE PROVISION OF CARE, TREATMENT, ADVICE, TEACHING OR TRAINING?
YES

 FORMCHECKBOX 

NO

 FORMCHECKBOX 



	

	SECTION 2   MEDICAL STAFFING POSTS ONLY

	

	Specialty
	     
	Band
	     
	Duration
	     


	SECTION 3   CONSULTANT POSTS ONLY


	Has Job Description and Job Plan been verified by National Panellist
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 



Yes  -  Please provide verification      No - Post will not be advertised until verified by National Panelist

I have reviewed the job plan for this post and can confirm that this is consistent with organisational needs.

	Associate Medical Director
	     
	Date
	     


	SECTION 4    GENERAL INFORMATION


REDEPLOYMENT


This vacancy will automatically be passed to the Redeployment Co-ordinator. 

	SECTION 5   RECRUITING MANAGER

	Name and Designation:
	     

	Email Address:
	     

	Telephone No:
	     

	Cost Centre: Essential
	     


	SECTION 6   TEMPLATE FOR ADVERT (ALL MEDIA)


All posts will be advertised in the Vacancy Bulletin and Show site in the first instance.

	Description of role

(brief description including minimum requirements)

(Attach separate sheet if necessary)
	     

	Contact details for informal contact (inc. telephone  number and email)
	     



	Section 7   ONLY COMPLETE THIS SECTION WHEN REQUESTING AN EXTERNAL ADVERT

	Please specify external media requested
	     

	Financial Code
	     
	Purchase Order No:

(if applicable)
	     

	Expenditure Authorised By:
	     

	Final Advert to be emailed to:
	     


	SECTION 8  SHORTLISTING PAPERWORK TO BE FORWARDED TO

	Name and Designation:
	     

	Postal Address:
	     

	
	     

	
	     


	SECTION 9   NEW POSTS


aLL NEW/ADDITIONALLY FUNDED POSTS REQUIRE AUTHORISATION FROM FINANCE.

	Please print name
	     
	Date
	     

	Job Title
	     


	SECTION 10    APPROVAL OF POST


TO BE AUTHORISED BY DIRECTOR OR DELEGATED AUTHORITY

	Please print name
	     
	Date
	     

	Job Title
	     

	Location
	     


SHOULD YOU HAVE DIFFICULTY COMPLETING THIS FORM PLEASE CONTACT RECRUITMENT SERVICES ON 0141 278 2666
PLEASE ENSURE AN ELECTRONIC COPY OF THE JOB DESCRIPTION AND JOB ANALYSIS FORM ACCOMPANIES YOUR PAPERWORK
� EMBED MSPhotoEd.3  ���
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