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added to 

TRAC

Recruitment team pull non-
exempt vacancies from TRAC 
into the central vacancy log

and hold in TRAC
(see exemption list)

Site Workforce Control 
Panel ratifies / 

challenges Divisional 
scoring and proposed 
approvals / changes / 

exceptions

Vacancy 
rejected and 
removed in 

TRAC 
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approved / 
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progresses in 
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Process step

Start / end points

Rejections / holds should be:
• Tracked in the central 

vacancy log for monitoring 
purposes

• Captured as PIDs for CIP 
transaction purposes

Recruitment team 
ensures all columns 

are completed in the 
vacancy log

Divisional Resource Panel discussion 
1. Panels must refer to the recruitment restrictions in place
• Some staff groups have recruitment restrictions. Panels must reject these unless 

there is an exception identified.
• Where exceptions are identified, the vacancy must be scored by Panels and 

escalated to Exec level for sign-off after approval at Site Workforce Control Panel.

2. Panels must agree an overall risk score for each vacancy.  They must define the 
primary risk of not recruiting to the post and consider whether:

• Not recruiting to the post would amount to a breach in a statutory requirement.
• There is an inability to absorb within the existing establishment.

If, after scoring, the Panel deems a vacancy is required, it must also discuss whether 
vacancies can be:
• Held for a period of time
• Changed e.g. fewer hours / lower band

Reject / 
hold

Reject
/ hold

Approval / 
change agreed

Approvals / changes should be:
• Tracked in the central vacancy log 

for monitoring purposes
• Where changes have a CIP impact, 

captured as PIDs for CIP 
transaction purposes

Vacancy Control Process (revised)
Vacancies in vacancy log

discussed and scored in line 
with risk matrix and any 

exceptions to the recruitment 
restrictions agreed at Divisional 

Resource Panel 
(see recruitment restrictions)

Exec level review of 
exceptions and decisions 
captured in vacancy log

Reject 
/ hold

Recruitment 
restriction 
exceptions

Approval

Recruiting manager 
completes the Case for 
Need form and sends to 

Exec approver

Approval 
/ change



Vacancy Controls – Recruitment restrictions

Staff Group Restriction Exception approval?

All AFC 8A and above
Do not recruit unless meets 
Exception criteria

Site Managing Director / Exec Level sign-off required

Corporate A&C (B7 and below) excluding domiciliary, 
ancillary, catering and maintenance staff.

Do not recruit unless meets 
Exception criteria

Site Managing Director / Exec Level sign-off required

Site-based A&C (B7 and below)
Do not recruit unless meets 
Exception criteria

Site Managing Director / Exec Level sign-off required

If a vacant post falls within one of these groups, recruitment must only be considered by exception if:

1) All options to redeploy an existing member of staff have been explored and there is no viable candidate; AND

2) Alternative ways to deliver the workload have been considered and there is no viable option; AND

3) Either:
a) There is a statutory/legal requirement to have this role in post AND/OR 
b) The role is connected to funding (either specifically named or in relation to meeting KPIs) where the funding would be lost AND/OR
c) The role is intrinsically related to delivery of national performance targets / the Trust’s exit from SOF4.

If an exception is identified, the post must go through the vacancy control process as normal, with additional approval from the Site Managing Director / Exec 
level after the post has been approved at both the Divisional Resource Panel and the Site Workforce Control Panel. 



Vacancy Controls – Exemption list
Exemptions from the process

Staff group Band Status

Ward based HCAs 2 - 3 Agreed

Ward based Nursing support 4 Agreed

Ward based Nurses 5 - 7 Agreed

Theatre clinical staff (incl. ODPs) 7 and below Agreed

Dental Nurses 7 and below Agreed

Estates and Facilities (excl. A&C) 2 – 3 Agreed

Endoscopy clinical staff 7 and below Agreed

Sexual Health Nurses 7 and below Agreed

Therapy assistant roles (OT & PT)

6 and below

Agreed

Occupational therapist Agreed

Physiotherapist Agreed

Dietetics Agreed

Speech and language therapist Agreed

Radiographers Agreed

Mammographers Agreed

Pharmacy Assistant Agreed

Sonographers 7 Agreed

Where there is identified budget, vacancies in the following staff groups are exempt from the Vacancy Control Process and will not be added to 
the log:

Staff group Band Status

Pharmacist 6 – 7 Agreed

Dialysis unit clinical staff (RN / HCA / Technician) 7 and below Agreed

Ward clerks 2 Agreed
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