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APPROVAL TO FILL A VACANCY 
(Support Staff Positions)
Please complete this form electronically 

and send via email to the HR Generalist for your area together with the job profile
	 Post:
	
	Department/Division:
	

	Reason for vacancy: Please shade the relevant cell
	Retirement of current incumbent

	Date:


	Resignation of current incumbent

	Date:


	New post approved by the Staffing Committee
	Other (please state)

	Name of previous/current incumbent:
	

	Reports to (job title and name of immediate superior):
	

	Proposed job title for the vacant post:
	

	Has the job profile been substantively edited/ updated to include new responsibilities? If so please note.
	

	Is this post funded by the University?  Please note that the answer to this will be “No” even if a grant is made by the University and this is used fully or in part to pay for the remuneration associated with that post.  

If No, please indicate:

(a) The fund or source of funds to be used
(b) Monies available in this fund
(c) Cost centre for this.
In the case of external funds, please attach or send an e-mail from the Research Finance Office verifying that these funds are available and can be used for the purposes outlined in this application. In the case of appointments against University grant funds, please get a print out from the Finance Division of the financial stability of the entity. 
In addition, please note the University will only cover recruitment costs for University funded posts – the cost of recruiting for other posts that are not funded by the University (e.g. adverts, travel costs etc) are to be carried by the entity/ fund concerned.
	

	Motivation for the filling of the post:  Please shade the relevant cell
	Established Post 
replacement at the same levl

	Re-graded post 
Post has been reviewed  - see attached evaluation 
	New post 
Approved by the Staffing Committee
	New post 
Approved

	Date from when the position needs to be filled:
	
	Will you require temporary assistance in the interim?
	
	If yes, from when?
	

	Proposed recruitment strategy: More than one option may be shaded. N.B. The final recruitment strategy decision will be taken by the Selection Committee at the strategy meeting.
	Advertise internally only
	Advertise internally and externally

	Screening of a current contract staff member

Please refer to the Recruitment and Selection (R&S) Policy or your relevant Generalist for eligibility criteria.
	Review the spouse database  
Please refer to the Recruitment and Selection (R&S)Policy or your relevant Generalist for eligibility criteria
	Development post 

Will consider applicants who do not meet the minimum qualifications – motivation attached.
	Contract professional recruiters to conduct a search
Approval for this approach will need to be obtained from the HR Director

	Diversity considerations: Please comment on the diversity profile of the current staff in the Department/Division/Institute as regards race, gender, grade level, education and experience and how you will seek to achieve optimal diversity with the filling of this post. 
	

	Scarcity allowance: In your view, should a scarcity allowance be paid for this post? If yes, please write a short motivation. Please note that HR will follow-up on this recommendation in advance of the Selection Committee meeting. The relevant research will be undertaken and a decision reached by HR.
	

	Authority
	Document completed by:
	
	
	

	
	HoD:
	
	
	

	
	Job Profile reviewed by:
	
	
	


HR Division Authorisation – To Be Completed by the HR Division
	Current job title on VIP:
	
	Soft copy received:
	Yes
	No

	Job title approved:
	
	Job title correct on VIP:
	Yes
	No

	Part-time
	Full time

	If part-time, indicate number of hours:
	

	Contract 1-4 months
	Contract 5-12 months
	Contract >12 months
	Permanent



	Current/previous job grade:
	
	New job grade (if applicable):
	
	Grade correct on VIP: 
	Yes
	No

	RU Funded
	
	Outside Funded
	

	Position code: 
	
	Cost Centre:
	


	Occupational level (as per the Employment Equity Act)
	A
	B
	C
	D
	E
	F

	
	Top management
	Senior Management
	Professionally qualified and mid-management
	Skilled technical, junior management and supervisors
	Semi-skilled and discretionary decision-making
	Unskilled and defined decision-making

	OFO Code:
	

	RemChannel Code:
	

	Comments:
	

	Completed by:
	
	Date:
	
	HR Approval:
	
	Date:
	

	Gen II recruiting:
	
	Date:
	
	Captured on VIP by:
	
	Date:
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