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	                                 UNIVERSITY COLLEGE DUBLIN

Advertising Exception Form





	GUIDELINES:

	· Under the Internal Mobility & Development Programme for Professional, Administrative and Technical staff, all posts from the grade SEA up to the grade AOIA / Senior Technical Officer will be advertised internally first.  

· It is only in situations where Schools/Units are unable to select an internal candidate that they would look at advertising to the external market.  

· Entry level grades such as EA or Lab Attendant are excluded from this programme.

· In the event of a specialised role which is unlikely to be filled internally, units can use this exception process to advertise externally in the first instance.  

· This programme is being piloted from January to December 2013.

Note:   Completed Exception Forms should be submitted to UCD HR (Recruitment) and will be considered by the HR Directors within 1 week.




	PART A – EMPLOYEE INFORMATION

	College/Unit:
	 
	School:
	 

	Post Title:
	 
	Grade:
	 

	Temporary / Permanent:
	 
	Duration if Temporary:
	 


	PART B - JUSTIFICATION:

	Please provide justification for advertising both internally and externally in the first instance.  Your justification should include details of any specialist skills and why you believe the required skill set cannot be found internally.




	PART C – AUTHORISATION

	Position:
	Signature:
	Date:

	Head of School/Unit:
	
	


	PART D – For HR Use Only

	Reviewed by HR Directors: 
	
	Date of Review: 
	 

	Decision:

	
	
	


V2 12/12/2012

[image: image1.png]