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Appointment via panel 

Please complete the following form to appoint a candidate via a panel.  Please Note in advance of appointment: 
· This fully signed RIF and the relevant job description must be forwarded to the Human Resources Office via email to recruit@universityofgalway.ie 
· The post must be approved by the College Dean or UMT Member and graded by the Grading Committee (if applicable). 
The Human Resources Office will be unable to process the appointment until all documentation is received.

	A. Details

	Post Title: 
	

	College/Management Unit:
	

	Grade: (If this is a new post, confirmation of grade from grading committee is required) Grading of Posts - University of Galway
	Grade:

Date of Grading:

	PayScale:
	Grade 3

	FTE & Work Pattern if part time: 
(please specify days/hours)
	

	All Grade 3 appointments will be drawn from the University Grade 3 Panel.


	A confined competition of panel members already in the School/Unit may be requested based on provided business justification.
	OPTIONAL - If requesting a confined to Unit/School (internal candidates from this unit only), please tick here ☐

	
	If requesting a confined to Unit/School (internal candidates from this unit only), please provide business justification for same:









	

	B. Post Management

	Cost Centre that this post will be charged to:
	

	Is this post Permanent/Fixed Term/Specific Purpose Contract:
(please tick relevant post type)
	Permanent
☐
	Fixed Term ☐
SPC ☐

	Is this a new post (recently graded) or Replacement post (previously vacated or suppression of vacant post(s): 
(please tick relevant post type)

Please add the post number or reference number as stated in the budget (This can be provided by the College Finance Manager or Management Accounts as applicable)
	New Post
☐
Reference number as stated in the budget:

______________ 
	Replacement Post
☐
Post number as stated in the budget 
_______________

	Are you using pay savings for a temporary post?
	Yes ☐.  Please confirm Post number (or reference number if no post number yet, as stated in the budget 
______________
	No ☐


	Where a new/replacement post is created from ending existing posts, please add the post number(s) as stated in the budget for HR to suppress and also the Grade/level of the post
	Post Number

______________
	Grade/Level

______________



	C. Irish Requirement

	If this is a new post please list the names of staff members and their Irish competency level who can cover any queries that arise in Irish. This list will be sent to the office of Deputy President & Registrar- dpr@universityofgalway.ie who will confirm if Irish is a requirement for your post. For information regarding self-assessment levels Please refer to self-assessment grid on the last page of this document (Ref Official Languages (Amendment) Act 2021 - provision of public services through the medium of Irish)

	Employee Name
	Irish Competency Level (A1, A2, B1, B2, C1, C2)

	
	

	
	

	
	

	
	

	
	

	
	



	D. Reason for Post (Fixed Term, Specific Purpose Contracts only)

	Please specify the reason for this fixed term/SPC post and tick the objective ground below that prevents the offer of a permanent position.  This reason will be used in the contract of employment and as such, it is necessary that it accurately reflects the reason for the post. Funding availability is not sufficient OG’s. 

	1. Leave Cover ☐
	2. Pending Recruitment ☐
	3. Project Work ☐

	4. Programme Development ☐
	5. Pending Review of the post ☐
	6. Workload Peak ​☐​ 

	a) Further Information regarding the factors that prevent the offer of a permanent post
	






	b) Expected Duration of the SPC/Fixed Term Post
	From 
	To:

	
	 OR     ___________months

	
	

	E. 
Pre- Recruitment Checks

	Garda Vetting:
	The Garda National Vetting Bureau has advised that, where individuals provide education at University level to students, it is merely incidental if a small number of those students are under 18 or are vulnerable adults. Therefore, there is no legal basis for vetting unless there is necessary and regular contact with vulnerable adults and/or individuals under 18 years of age. For more information, contact hrgardavetting@universityofgalway.ie. If Garda Vetting is required for the role as per the University Child Protection Policy please confirm why by ticking the relevant box below. In their regular line of work, the postholder will be: 

	
	Engaged in regular activities that involve young people under 18 (see note above)
	☐

	
	Engaged in regular activities that involve vulnerable adults
	☐

	
	Engaged in regular outreach activities, such as workshops in schools, etc
	☐

	
	Working with patients in a hospital setting on a regular basis
	☐

	
	Not Applicable
	☐

	



	F. Signatures Required:

	Hiring Manager:
	
	Date:

	* College Dean or UMT Member:

	
	Date:

	College Finance Manager/Management Accounts Office:
(If Post is costed to an R Account, Budget Holder Signature is required)
	
	Date:



*Signatures are required; we cannot accept email approvals.
*College Dean or UMT member signature not required for statutory leave covers (i.e. Maternity Leave)
**A PPF is required at post appointment stage for externally funded research posts (R accounts) PPF Form - RAO
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