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	For HR use only

	
	JOB REF
	


Recruitment Advertising Request Form

	Please help us to help you by making sure that you complete this form fully and accurately. The information you provide will be used in your advert and in the new recruit’s contract of employment.

This form must be accompanied by an advert, completed post details pack including up-to-date job description and person specification for the vacancy. Wherever possible, please e-mail this form together with the advert and post details pack to your HR Administrator as it will help us process your request more quickly. If you do not have access to e-mail, you can fax the information to us on (01273) 293456. It is important that you also send us a hard copy of the authorised form.

Please note that if we do not receive an appropriately authorised form or you do not provide us with all the information we require by 4pm on Monday at the latest, your advert cannot be processed and this could result in a delay in the advertisement being placed.

	VACANCY DETAILS

	Chief

Executive’s

 FORMCHECKBOX 

	Strategy & Governance

 FORMCHECKBOX 

	Finance & Resources

 FORMCHECKBOX 

	Cultural Services

 FORMCHECKBOX 

	Environment

 FORMCHECKBOX 


	Adult Social Care & Housing

 FORMCHECKBOX 


	Children & Young People’s Trust

 FORMCHECKBOX 


	Section:       
	Team:       

	Post Title:      
	Grade:      

	Work location:      
	Name of line manager:      

	Is this a new post?    Yes     FORMCHECKBOX 
                 No    FORMCHECKBOX 

(Please note that new posts must be job evaluated before they can be advertised)

How many posts to be advertised?        
	If not new, state name of last postholder(s):      

	Is the post?   Permanent       FORMCHECKBOX 
             Temporary      FORMCHECKBOX 
             Fixed-term      FORMCHECKBOX 
              Secondment      FORMCHECKBOX 



	If post is temporary please indicate approximately how long appointment is expected to last:      
If fixed-term or secondment state specific end date:      

	Why is the post temporary/fixed-term?      

	 Is the post?:             Full-time   FORMCHECKBOX 
            Part-time      FORMCHECKBOX 
             Job-share      FORMCHECKBOX 
             Term time only      FORMCHECKBOX 
 


	If part-time please state hours per week:      
	State number of weeks to be worked per year

if less than 52:       

	Please state working pattern:      

	Please state any salary enhancements that are applicable:      


	Is the post politically restricted?       Yes      FORMCHECKBOX 
                 No    FORMCHECKBOX 


	Are you offering relocation assistance?  Yes    FORMCHECKBOX 
     No    FORMCHECKBOX 

	If yes, which scheme:   Scheme A   FORMCHECKBOX 
          Scheme B   FORMCHECKBOX 


	What is the car user status?     Essential     FORMCHECKBOX 
         Approved Casual    FORMCHECKBOX 
       Occasional Casual     FORMCHECKBOX 
      None    FORMCHECKBOX 


	PRE - EMPLOYMENT CHECK DETAILS

Does this post require a Criminal Record Bureau (CRB) check?            Yes             FORMCHECKBOX 
        No                 FORMCHECKBOX 

(only for posts with access to children or vulnerable adults)

If yes, please specify the level of disclosure required:                             Standard    FORMCHECKBOX 
        Enhanced      FORMCHECKBOX 



	Does this post require a Child Protection Register check?                     Yes            FORMCHECKBOX 
        No             FORMCHECKBOX 



	Does this post require the postholder to be registered with the General Social Care Council (GSCC)?   Yes   FORMCHECKBOX 
     No    FORMCHECKBOX 


	ADVERTISING REQUIREMENTS

	COST CODE TO BE USED FOR ADVERTISING 

	

	
	
	
	
	
	
	
	/
	
	
	
	
	

	
	

	COST CODE TO BE USED FOR SALARY 



	

	
	
	
	
	
	
	
	/
	
	
	
	
	

	
	

	Please indicate below where you wish to advertise your vacancy

	INTERNALLY ONLY  - OPTION 1

Advert will just appear on the WAVE and only Brighton & Hove City Council employees will be able to apply (excludes agency workers)
	If yes, please cross this box        FORMCHECKBOX 


	EXTERNALLY  - OPTION 2

Advert will AUTOMATICALLY appear on the WAVE, WEB (www.jobs.brighton-hove.gov.uk), and in JOB CENTRES & LIBRARIES

Basic Cost  = £200 

Optional: Bespoke Application form = £100,  Campaign button/ Lozenge = £300 per lozenge 
	If yes, please cross this box        FORMCHECKBOX 


	ADDITIONAL EXTERNAL PUBLICATIONS  -  OPTION 3

If you wish to advertise in any other media, please list details of the publications opposite e.g. Argus, Community Care etc.

For advice on suitable media and costs please contact our recruitment consultants, LawtonWare, on (023) 8082 8506
	      

     
     
     

	VACANCY RELATED DOCUMENTS

	You need to send the advert copy, completed post details pack including up-to-date job description and person specification with this form. Remember your vacancy cannot be advertised without these documents. Please help us by, wherever possible, e-mailing these documents to your HR Administrator. 

Provided all required documentation is received by 4pm on Monday your advertisement will be published the following week.


	PROOFING OF ADVERTISEMENTS & APPROVAL OF COSTS

	Our recruitment consultants, LawtonWare will contact you on the Thursday prior to advertising to seek your approval of the advertisement copy and the publication costs. If you are not going to be available to sign off your advert you must nominate a colleague to do so on your behalf. If LawtonWare are unable to get final approval for your advert in time, then it will not be published. 

	Recruiting manager’s contact details:

Name (please print):        ……………………………………

Telephone Number: (01273)        ……………………………

E-Mail address:         ……………………………………………
	Alternative contact details:

Name (please print):        ……………………………………

Telephone Number: (01273)      …………………………….

E-Mail address:        …………………………………………..


	AUTHORISATION

	Signed recruiting manager:     ……………………………………………….                             Date:        ……………..

Signed Director/ Assistant Director:      ………………………………….                                Date:       ………………
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