	HR USE Only

Funding: Exchequer / Non Exchequer


Post No:___________________________

COO DATE:  ______________                                      APPROVED / NOT APPROVED / DEFERRED 
HR Action:  CONTRACTS / PAYROLL / RECRUITMENT / STAFF RELATIONS





STAFFING SUBMISSION - ADMINISTRATIVE DEPARTMENTS

	Administrative Department:


	

	Title of Position:


	

	Duration of Contract:


	

	Pay Grade:

	

	Cost Centre to which salary which will be charged:


	


	Is this a New Post…………or Replacement Post………………………..or Contract Renewal……………….
1. If a New Post please attach a full job description and  indicate the reason for requiring this appointment specifying, in particular, how the appointment will progress the strategic objectives of the College
2. If a Replacement Post please indicate:

(i) Name of person to be replaced…………………

(ii) What consideration has been given to restructuring the vacant post with a view to cost efficiencies and alignment with the strategic objectives of the College?  Please specify
3.  If a contract renewal, please indicate

      (i)          Name of contract-holder to be renewed……………………………………………………

(ii) The justification for requesting a renewal of contract

      (iii)        The duration of the renewal of contract    From………………….To…………………..
      (iv)         Nature of contract (Fixed-term/Indefinite Duration/Specified Purpose):……………….

(v) The future intentions in relation to this post at the termination of the renewed contract



	4.  ** In the case of a Fixed Term, Specified Purpose, Contracts of Indefinite Duration or Contract Extensions, please specify the  objective(s) so the contract/renewal will be in compliance with employer obligations under the Fixed Term Workers Act (2003)
Reason why Contract of Indefinite Duration will not be offered:



	
5.  Was this post included in the previous year’s pay budget? 


	6.  Overall cost implications of filling this post. 

(Document the funding sources here)



	7.  Are there legal or contractual implications arising from not filling this post?



	8.  Head of Administrative Area:                                                    
Signature ________________________________Date: _____________________Extn No: ________

PLEASE FORWARD THE COMPLETED FORM TO FIDELMA HAFFEY (Ext 3364), STAFF OFFICE. 

THERE AFTER THE FORM WILL BE FORWARDED TO THE TREASURER FOR CONFIRMATION OF AVAILABILITY OF FUNDING

Treasurer’s Office:

I confirm  that funding to support this role is available in the account specified above:

Signature_______________________________Date_______________________Extn. No._________

APPROVED:       Chief Operating Officer

SIGNED:               …………………………………………………..      DATE…………………………………..

                              Chief Operating Officer
HR OFFICE / TREASURER’S OFFICE RECORD

HR CHECKS COMPLETED                 ___________________________________________________
FINANCE CHECKS COMPLETED      ____________________________________________________



Effective 1st July 2010)

