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Staff Needs Request Form

Details of Request
	Post	Comment by Anslow, Jennifer R: What is the title of the post.  If you are changing a previous title be prepared to justify as it’s not an easy process!
	

	Type of request (new post, salary increase, training request etc)	Comment by Anslow, Jennifer R: If the request is for recruitment, even if it is approved you will need to agree dates, process and complete the recruitment checklist for the HR Team before we can advertise.  Although this is a pain initially, it does mean that we can run your campaign without coming back with loads of questions, and respond to applicants questions on your behalf 
	

	Staff Member
	

	Length of Service
	

	Department
	

	Current Salary and Point/Grade	Comment by Anslow, Jennifer R: The 4 lines above may all have an implication if the proposal is relating to a current staff member
	

	Proposed Salary and Point/Grade	Comment by Anslow, Jennifer R: This one is EXTREMELY IMPORTANT!  For recruitment we will advertise at the bottom of the grade
	

	Line Managed by
	

	Working Pattern – FT/PT*/TTO*/PERM*/PROB*/FIXED TERM*
	

	*If P/T Hours per week
	

	*No of weeks per year	Comment by Anslow, Jennifer R: You need to PRECISE and give us the exact details of what and when you want someone to be working – adverts need to be accurate.
	

	Details
	

	Budget Salary codes/splits	Comment by Anslow, Jennifer R: This is for you to tell us.  ‘As before’ is not acceptable for any part of the form.  It’s probably not the case!!!
	

	Date of Commencement
	

	Up to date Job Description attached	Comment by Anslow, Jennifer R: You need to have reviewed the JD and tweaked or updated as needed. If you don’t include one it won’t be accepted.  Sorry
	

	Financial Implications
	

	Physical Implications & Cost (e.g. IT, desks)	Comment by Anslow, Jennifer R: Is there an increase to budget, how are you funding what you’ve requested?  Have you got them a desk, a PC etc?
	




Reason for request (max 500 words)	Comment by Anslow, Jennifer R: Might be a simple as a like for like replacement, but even if it isn’t we don’t need an essay.  Just the straightforward facts will do, from a positive perspective.  E.g having 2 part people doing this role is a real pain so I want to make it full time, could be worded as ‘to help preserve continuity and customer service standards we are seeking to make this role full time.





Benefits to Union: (max 200 words)	Comment by Anslow, Jennifer R: Again, we don’t need an essay, just the clear facts about achieving the mission, meeting budget, improving NPS scores, reducing work load or stress on other team members etc.





Additional Information/ Impact to organisation (max 200 words)	Comment by Anslow, Jennifer R: Is there anything else the staffing committee should bear in mind.  Are the future plans that might be relevant, are there some personal circumstances around the request that might influence a decision.





By completing a staffing needs form I confirm that I have the support of a Director in making the request and will commit to working pro-actively with the HR team to meet required deadlines.

Proposal completed by:				__________________________________

Date:							__________________________________

Signature of Proposer:				__________________________________

Date:							__________________________________

Signature of supporting Director:	  		__________________________________ 
 
Date:							__________________________________

Director of Finance Comments:


Signature:                                                 Date:


Decision by Staffing					Comments
	Approved	Comment by Anslow, Jennifer R: Please remember that the staffing committee are very likely to ask awkward questions about the reasons and implications of a request.  If you haven’t fully briefed JB(!) then she can’t answer them and you’re request will be declined or deferred.  Submitting papers by email or leaving them on a desk doesn’t help me fight your corner.  Make time for a conversation when you submit so that we are fully prepared.

	

	Declined

	

	Deferred

	



Signed by Chair of Staffing:					Date:

HR Action						Comments
	Staff Member advised	Comment by Anslow, Jennifer R: You don’t need to worry about this bit – HR use only! 
	

	New Contract Issued
	

	Systems Up-dated i.e. HR/Simply Pers
	

	Communicating Change i.e. Staff Updates/Teamtalk
	




[bookmark: _GoBack]Process completed:							Date:



image1.wmf

