	Post Request Approval Form
Post requests should be submitted through the agreed process in your College/Support Group.   Central review panels will be held weekly.
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	College/SG Reference 

(office use only)
 

	SECTION 1 : Details of the Post Requested 

	School/Support Department/Unit:
College/Support Group: 

Job Title:

Grading number
Grade:
Nature of request
New Post/Replacement/Extension of Contract/Increase in Hours
(Delete as appropriate)

If extension of contract please give current contract end date………………

Brief description of job purpose (can be taken from job description)
For Increase in Hours please specify:
Current Hours:
Proposed Hours:
Post duration:

Open Ended/Fixed Term (delete as applicable)
If Fixed Term, please indicated fixed term reason code…………………..and expected contract length………………………………………………………
Anticipated start date (Open Ended or Fixed Term):

Full-Time Equivalent (FTE):

Full-Time/Part-Time/ (delete as applicable)
If Part-Time, please specify FTE: 



	SECTION 2 : State how the post is to be funded – e.g. from Core University funds.  Where the post is only partially University funded provide details of all other sources of funding: amounts, duration and source details.  Supporting information/calculations to demonstrate that sufficient funding is available to cover the full costs of the post should also be provided.  


	i - Why is it essential, operationally and/or strategically, that this post is filled/created/extended now?  Could appointment be delayed for 6 months, for example? 
ii – Please indicate what other possible alternatives to recruitment have been considered (e.g. stopping  doing a particular activity, sharing resources/services with another part of the organisation or reorganising workloads) and why are these not suitable?


	SECTION 3: Approval

	Recruiting Manager

Name:                           Contact Email address:                             Date submitted:            /  /
Head of School or Support Group Budget Holder
Name:                           Contact Email address:                             Date of approval:          /  /
Note to Head of School/Budget Holder – once approved this form should be sent, to the College HR by email to HRSciEngPrg@ed.ac.uk
College/Support Group contact email address for notification of outcome:                                             
Head of College or Support Group  
Name:     Professor Lesley Yellowlees                                             Date of approval:         /  /
College/Support Group HR teams should forward completed forms to  pag@ed.ac.uk
  


