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LIVING YOUR BEST LIFE



          REQUEST TO FILL VACANT POST
            Recruitment Administration Form (RAF 1)
POST DETAILS

	Service
	
	Designation 
	

	
	
	Post number
	

	Location 
	
	FTE Hours 
	

	
	
	Actual Hours of Work
	

	Work Pattern
	

	No of Vacant Posts
	
	Grade/Salary Scale
	

	
	
	Allowances
	

	Position Type
	Full Time
	Part Time
	Job Share
	Bank

Register
	Status Type
	Permanent
	Temporary
	Bank Register

	Contract Duration if Temp
	
	Reason for Vacancy
	

	Previous  Postholder
	
	If New Post Date Agreed by Board
	

	Date Post Vacant From 
	
	EST 1 Approval rec’d
	


       *Please delete as appropriate

PVG/DISCLOSURE REQUIREMENTS 

	PVG Required
	*YES / NO
	Type
	PVG - Vulnerable Adults
	

	
	
	
	PVG - Children
	

	
	
	
	PVG - Both Groups
	


*Please delete as appropriate

ADVERTISING ARRANGEMENTS
	Internal/External
	
	Internal Only

	
	Hold for Redeployment  
	


​ADDITIONAL TALENTLINK INFORMATION

	Preferred Advertising Category

(if not Sport/Libraries/Leisure/Parks & Countryside)
	

	Key Words to Assist Job Search

(e.g. Librarian/Outdoor/Instructor/Leisure etc.)
	


INFORMATION IN SUPPORT OF VACANCY - (please provide information for Vacancy Review Group to consider implications of not filling the vacancy)
	L


ADDITIONAL QUESTIONS TO BE INCLUDED ON APPLICATION FORM (i.e. screening questions related to specialised training, qualification, certificate which would require yes/no answer)
	


INTERVIEW ARRANGEMENTS
	Completed applications to be issued to*
	
	Interview Panel 
	


* Lead person for shortlisting
	Has senior management approval been received
	*YES / NO


	Signature of person requesting vacancy to be filled
	
	Date
	


 Email to EALeisureHR@eastayrshireleisure.com by no later than deadline date on Vacancy Timetable (107)
06/03/2020








