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Authority to Recruit Form
	Role Overview

	Job Title 
	

	Subject/Service 
	

	Location
	

	Reports to 
	

	Number of posts to recruit 
	

	Type of request? 
	Choose an item.
	· If this is a replacement post please confirm the leaver Name & date of leaving
	

	Has the job description been graded through HERA?
	Choose an item.
	Job Type
	Choose an item.
	Contract Details

	Grade 
	Choose an item.
	Contract Type 
	Choose an item.

	Is this academic or professional services?
	Choose an item.

	If academic grade 7-10, please select appropriate drop down
	Choose an item.

	Contract Start date (proposed)
	

	Contract Duration 
	

	· Fixed term end date 
	

	Reason for Fixed term 
	i.e. covering absence 

	Contacted hours 
	

	Weeks per Year
	Choose an item.

	· If other or term time state weeks per year 
	

	Notice Period 
	

	Advertising

	How should the role be advertised?
	Choose an item.
	Roles will automatically be placed on Jobs.ac.uk. Please state if would like the post placed on other external sites. 
	

	DBS / Safeguarding

	Does the post holder require a criminal record check? 
	Choose an item.
	If no, please skip. If criminal record check required, please answer questions below: 

	Eligible Position?
	Choose an item.	If yes please specify



	Regulated activity in relation to children? 
	Choose an item.	If yes please specify



	Regulated activity in relation to adults? 
	Choose an item.	If yes please specify




Business case
Please ensure that all questions are answered thoroughly, providing as much relevant details as possible to enable the appropriate authorisers to review and understand the decision-making process. 
You must include the job description, person specification and structure chart when submitting documents to the ATR Group.
Incomplete forms will be returned which could lead to delays in recruitment.
	Can you share the background and context of this recruitment request? 
What has led to the need for this role? 


	
Example**

Due to sustained growth in student enrolments within the Digital Marketing programme, staffing levels are no longer sufficient to meet current teaching demand or maintain the quality standards expected by the University.

Student numbers have increased significantly over the past two academic cycles, resulting in larger cohort sizes and increased pressure on existing staff. 

In addition, the programme is undergoing curriculum development to incorporate emerging subject areas such as Social Media Analytics and AI in Marketing. This requires additional subject expertise that is not fully covered within the current team.

The recruitment of an additional Lecturer will:

· Ensure appropriate staff-to-student ratios are maintained
· Protect and enhance the quality of teaching, assessment, and student support
· Enable the continued development and delivery of new and industry-relevant modules
· Support the department’s research output and strategic objectives

Failure to recruit to this post is likely to negatively impact student satisfaction, limit programme growth, and place unsustainable demands on existing staff.

I therefore request approval to recruit a Lecturer to support programme delivery and future development.



	Is this request to recruit to a vacancy or a variation to an existing member of staff (i.e. hours change, extension to contract) 

	Example**

This is a vacancy request for a new post // this vacancy is to replace an existing member of staff, NAME, will leave on DATE. 

N.B if you are requesting a variation to an existing colleague, please state the date in which the changes should take effect and the reasons for the changes (whilst protecting confidentiality) 


	What would be the implication to not authorise this recruitment? 

Please quantify the impact in relation to key target or performance indicators or other relevant units of performance measurement to support this. Include detail on workload allocation and any evidence that workloads are at 90% or above (specifically for academic requests). 


	
Example**

Using the Universities Workload allocation model, current lecturers are operating at full capacity across teaching, assessment, research, and administrative responsibilities, which presents a risk to both staff wellbeing and the student experience.

The department would be unable to introduce the new modules as directed.


	Please clarify the funding for the position; 

How is it funded? 
A) within current establishment
B) New post – created from Skill mix change within existing funding
C) New post – external funding 
· Who is providing the funding?
· How much is being provided?
· How long is the funding for? 
· Are there any requirements for the University in line with receiving the funding?
D) New post – from business case approved by University 


	
Example** 

D

The post has been funded using the business case to restructure the team and introduce new roles, which was approved by XXX on 23th April 2026 and has released the budget of £XXX  for associated costs to provide the extended modules and continue the course.  

Funding released covers the full cost of the post and does not have defined end date. As the funding has come from an internal release there are no associated requirements apart from those set by the University.


	Workforce -

· Please clarify the structure for the department, including the new post.
· If the change has been due to a workforce change/review – please clarify
· Please confirm that there is no viable alternative method of delivery for the duties this position will undertake (e.g. lower grade/higher grade/ less hours/restructure of existing team or enhancement in IT/Innovation/Skill Mix reviews etc.) Describe the options that have been considering and why they are unsuitable 


	
Example **

Head of School – Academic lead – Senior Lecturer 
ATR is not due to organisational change 

In assessing the needs of the University in line with this position, we considered whether there were alternative means of delivery. We reviewed an hourly paid approach, in addition to a lesser grade – but the position of senior lecturer would mean that we can deliver on X, Y, and Z. 

We do not have the existing skills mix needed for the new modules which will become available. 

The team is at capacity and to redistribute this work would result in potential high levels of stress, worsening performance and the inability to keep up with demand. 


	Academic Specific:

Please outline the current Subject SSR

If SSR is under 22:1 please outline below the discussions that have taken place with the relevant senior management which outline why this is a special / unique circumstance. An ATR, for a role within a subject area with a SSR lower then 22:1* will not be considered without prior discussion with the VC, agreement is subject to ATR Approval. 

*Except for Psychology


	
Example **

The Staff to Student Ratio within this subject area is currently below 18:1 due to the specialised nature of the provision, which requires smaller cohort sizes to maintain academic quality and meet professional or regulatory requirements. In addition, elements of practical or resource-intensive delivery necessitate closer supervision.

Recent variation in student numbers has also contributed to the current ratio, with actions underway to address recruitment and align provision. Maintaining staffing at this level is considered necessary to ensure continuation of quality, student experience, and programme integrity.






First stage authorisation 
By signing off for the recruitment within your department, you are acknowledging that the person specification, job description and recruitment pack are all compliant and up to date. 

	
	Name
	Signature
	Date

	Recruiting Manager

	
	
	

	Department Head / Director

	
	
	

	Finance Partner 
	
	
	

	HR Manager 
	
	
	



Final stage authorisation
Please be aware ATRs submitted for approval will only be assessed at the Authority to Recruit meeting, which will take place once a week every Tuesday. ATRs should be submitted for approval to the VC's Office (vcoffice@hope.ac.uk) no later than12.00pm (noon) on a Friday for consideration the following week. You may be invited to attend the meeting at a specific time to present your proposal and to answer any questions. 
This form will not be considered by ATR Group if it is incomplete, including the supporting documentation. 
	Decision 

	Approved 
	Choose an item.
	Date 
	

	Approver Discussion notes (please detail if more information is required)

	

	Approvers
	Signature

	 Vice Chancellor 
	

	Chief Operating Officer
	

	Director of People Services
	

	Director of Finance 
	

	PVC Research
	





Authority to recruit flowchart
Vacancy is identified by recruiting manager.



ATR approved.
You will receive confirmation from the ATR Group or a nominee.
ATR form is sent to Recruitment Manager for vacancies. 
Contract changes are sent to the relevant HR Manager.
ATR not approved. 
You will receive confirmation along with reasons why from a member of the ATR Group or a nominee.

ATR Group meeting held weekly, and appropriate recruiting manager may be invited to present their business case. 



ATR signed and submitted with job description, person specification and structure chart to vcoffice@hope.ac.uk 
Recruiting manager discusses role with appropriate senior manager, Finance Partner and HR Manager.  




















NB: All new starters or those moving up a grade will be placed at the bottom of the grade unless there is a justifiable reason not to. In these circumstances, approval must be sought through People Services.  
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