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RECRUITMENT
Recruitment Approval Request Form
Recruitment & Selection  |  White Cube Consulting

 
	FORM REFERENCE
	[To be assigned by HR]

	DATE OF REQUEST
	[Date]

	REQUESTED BY
	[Name and Job Title]

	DEPARTMENT
	[Department]



Complete all sections of this form before any recruitment activity is initiated. Recruitment should not commence until written approval has been received from all required signatories. Submit completed forms to HR.
SECTION 01
Vacancy Details

	PROPOSED JOB TITLE 
	

	DEPARTMENT / TEAM 
	

	LOCATION 
	

	ROLES REPORTS TO 
	

	DIRECT REPORTS (IF ANY) 
	

	CONTRACT TYPE   
	☐ Permanent   ☐ Fixed Term   ☐ Temporary   
☐ Casual / Zero Hours

	HOURS   
	☐ Full Time   ☐ Part Time - specify hours: 

	PROPOSED SALARY / GRADE 
	

	PROPOSED START DATE (IF KNOWN) 
	

	PRIORITY RATING    
	☐ Critical    ☐ High    ☐ Medium    ☐ Low

	EXPECTED RECRUITMENT DIFFICULTY   
	☐ Specialist    ☐ Difficult   ☐ Moderate    ☐ Easy


SECTION 02
Nature of the Vacancy

	REASON FOR VACANCY   

	☐ New Role   ☐ Replacement   ☐ Restructure 
☐ Backfill (Maternity/Secondment)   
☐ Other:

	IF REPLACEMENT OR OTHER, PLEASE PROVIDE DETAILS 
	

	NAME OF PREVIOUS POSTHOLDER (IF REPLACEMENT) 
	

	PREVIOUS POSTHOLDER'S DEPARTURE REASON 
	


SECTION 03
Workforce Planning and Strategic Alignment

Answer the following questions before completing the business case. This section ensures recruitment is strategically justified and that all workforce planning options have been considered.
	IS THIS ROLE INCLUDED IN THE CURRENT ANNUAL WORKFORCE PLAN?
	☐ Yes   
☐ No - Provide justification below

	DOES THIS ROLE DIRECTLY SUPPORT A STRATEGIC BUSINESS OBJECTIVE?
	☐ Yes - specify below   
☐ No

	COULD THE REQUIREMENT BE MET THROUGH INTERNAL PROMOTION?
	☐ Yes - considered and rejected (reason below)   
☐ No suitable internal candidate

	COULD THE WORK BE REDISTRIBUTED, AUTOMATED OR OUTSOURCED?
	☐ Yes - considered and rejected (reason below)   
☐ No


If this role is not in the workforce plan or the answer to any question requires explanation:




SECTION 04
Business Justification

Provide a clear business case for this vacancy. Explain why this role is necessary and the impact of not filling it:

Cost of Vacancy Assessment
Estimated cost or business impact if this vacancy remains unfilled (consider: lost revenue, increased workload on existing team, customer impact, risk to projects, cover costs, overtime). Being specific here improves the quality of the approval decision.
Estimated cost or impact of not filling this role:


	HAVE INTERNAL CANDIDATES OR REDEPLOYMENT BEEN CONSIDERED?
	☐ Yes - details below:

☐ No - reason below:



SECTION 05
Budget and Cost

	BUDGET CODE / COST CENTRE 
	

	ANNUAL SALARY COST 
(FULL YEAR EQUIVALENT) 
	

	RECRUITMENT BUDGET AVAILABLE (ADVERTISING, AGENCY, ASSESSMENT) 
	

	HAS BUDGET BEEN CONFIRMED BY FINANCE?   
	☐ Yes   
☐ No - approval pending

	FINANCE CONTACT / REFERENCE 
	

	INCLUDED IN CURRENT HEADCOUNT PLAN?   
	☐ Yes   
☐ No - requires headcount approval





SECTION 06
Flexible and Hybrid Working Review

All new roles should be assessed for flexible and hybrid working options before advertising. Roles that can be performed flexibly are more likely to attract a wider and more diverse candidate pool.
	CAN THIS ROLE BE PERFORMED FULLY REMOTELY?   
	☐ Yes   
☐ Partially   
☐ No - reason:

	PROPOSED WORKING ARRANGEMENT   
	☐ Fully Remote   ☐ Hybrid   ☐ Flexible Hours   
☐ Office-Based Only

	IF OFFICE-BASED ONLY, BRIEFLY STATE THE BUSINESS REASON 
	

	MINIMUM OFFICE DAYS REQUIRED (IF HYBRID)
	[e.g. 2 days per week / as agreed with manager]


SECTION 07
Proposed Recruitment Approach

	PROPOSED RECRUITMENT METHOD   

	☐ Internal only   ☐ External only   ☐ Internal and external 
☐ Direct sourcing / executive search   ☐ Recruitment agency

	IF USING AGENCY - PREFERRED SUPPLIER(S) 
	

	PROPOSED ADVERTISING CHANNELS
	[e.g. LinkedIn, Indeed, job boards, specialist press]

	PROPOSED CLOSING DATE FOR APPLICATIONS 
	

	PROPOSED INTERVIEW DATE(S) 
	

	WILL PSYCHOMETRIC ASSESSMENT BE USED?   
	☐ Yes - Specify any assessments:    
☐ No

	WILL AN ASSESSMENT CENTRE BE USED?   
	☐ Yes   ☐ No





SECTION 08
Diversity and Inclusion Considerations

Completion of this section encourages thoughtful consideration of how to attract a diverse candidate pool and supports the organisation's equality and inclusion objectives.
	HAS CONSIDERATION BEEN GIVEN TO ATTRACTING A DIVERSE CANDIDATE POOL?
	☐ Yes   
☐ No - specify below

	PLANNED ACTIONS TO SUPPORT DIVERSE APPLICANTS (E.G. ADVERTISING CHANNELS, INCLUSIVE JOB DESCRIPTION REVIEW, BLIND SHORTLISTING):
	 

	HAS THE PERSON SPECIFICATION BEEN REVIEWED TO REMOVE ANY POTENTIALLY EXCLUSIONARY CRITERIA?
	☐ Yes   
☐ No - HR to review before advertising


Any other diversity considerations relevant to this role or team:

SECTION 09
Expected Recruitment Metrics

Complete target metrics before commencing recruitment. Review actual performance against these targets at the post-recruitment review to identify process improvements.
	METRIC
	TARGET
	ACTUAL (COMPLETED POST-HIRE)

	Time to Hire (approval to start date)
	 
	 

	Proposed Start Date
	 
	 

	Recruitment Budget
	 
	 

	Agency Usage
	 
	 

	Offer Acceptance (target: first choice accepts)
	 
	 


SECTION 10
Attachments

☐  Job description (current / proposed)
☐  Person specification (essential and desirable criteria)
☐  Organisation chart showing where the role sits
☐  Any relevant internal approval documentation
SECTION 11
Declaration and Approval Sign-Off

I confirm that the information provided in this form is accurate and complete, and that appropriate budget exists to fund this appointment. I understand that recruitment may not commence until this form has been approved by all required signatories.
 
	REQUESTING MANAGER NAME
	

	JOB TITLE 
	

	SIGNATURE 
	

	DATE 
	



	APPROVAL LEVEL
	DECISION
	SIGNATURE / DATE / COMMENTS

	HR Manager / HR Business Partner
	☐ Approved
☐ Approved with conditions
☐ Rejected
	 

	Senior Manager / Director
	☐ Approved
☐ Approved with conditions
☐ Rejected
	 

	Finance
	☐ Approved
☐ Approved with conditions
☐ Rejected
	 

	Executive / CEO 
(if required - for senior or executive hires)
	☐ Approved
☐ Approved with conditions
☐ Rejected
	 





For HR use only:

	VACANCY REFERENCE:
	

	DATE RECEIVED:
	

	DATE APPROVED:
	

	RECRUITMENT COMMENCED: 
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