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NCT Approval Panel - Expenditure Request Form 
To comply with procurement legislation, all requests for services relating to children, young people and families should be submitted to the NCT Approval Panel inbox (link below).   

NB: Deadlines for submission of all cases by 12 noon each day with the exception of urgent Placements which can be sent through by 1.30 pm latest each day.  

All other essential purchases over £500 will require the completion of this form.

All expenditure will need to have an order approved in advance of contracting with a supplier.

If this is a request for funding for transport an application to the transport hub must have been completd prior to submitting this request.
If you have had an application declined by the transport hub please send this form to NCTransport@nctrust.co.uk prior to submitting this application for their input.

For any Approval to Recruit requests please complete the NCT Approval to Recruit Form below and 
submit to NCTRecruitment@nctrust.co.uk by 10 am at the latest on a Thursday.





Please complete this form and email to NCTApprovalPanel@nctrust.co.uk
 Incomplete/incorrect forms will be returned.  
If expenditure is approved, please quote approval reference on purchase order for audit purposes.
Once complete, this form needs to be reviewed and endorsed for approval by the appropriate budget holder.
Please note; Internal Audit will monitor compliance with all of the above.

	Summary of expenditure

	Date of Request:
	
	

	Child’s CareFirst ID:
	
	Assistant Director:
	

	Requestor Name and Team name:
	
	Budget holder’s approval 
	

	Business Case Cost:
	
	

	Cost Centre:
	
	Account Code:
	

	Service being requested:
	

	Date the Service is required from:
	
	Date Service is required until:


	 

	Court Directed?
	
	Retrospective?
Please note – this is for exceptional circumstances beyond our control
	

	Has an application for transport been submitted to the Hub
(to be completed by transport Hub)
	Yes/No

	Please provide details of the outcome of that application
(to be completed by the transport hub)
	

	Any transport costs relating to this request? Please give 
details i.e. Placements etc
	
	

	COVID-19 Cost?
	
	




	Supplier Name:

	

	Funding Source e.g. revenue budget, grant, partnership:

	

	Summary of Expenditure (a brief description of the nature of the purchase, please do not include sensitive information relating to a case): 

	

	Justification for Expenditure (why is this purchase essential):

	

	Evidence Expenditure Represents Best Value:
Please ensure that all alternative funding routes are explored e.g. Child care though early years free entitlement, housing and associated costs though the local housing departments or charities, therapeutic services from health.
	

	If applicable, weekly cost and number of 
weeks
	

	TOTAL Expenditure for this Request (including total cumulative cost if spread over a number of weeks)
	

	Implications if Expenditure Not Approved: 

	



Please return authorised paperwork to NCTTransport@NCTrust.co.uk 
The Transport Hub can not procure or put transport in place until this has been received. 
NB: Requests that are for children placed out of county and for transport that is required out of county need returning to the allocated Social Worker and Business Support Team.
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APPROVAL TO RECRUIT: ALL POSTS 

 PART 1 - Recruiting Manager

		Recruiting Manager 

		

		Team 

		



		Service Area

		☐ Safeguarding                                   

☐ Early Help & YOS                                  

☐ Corporate Parenting

☐ Quality & Resources

☐ Corporate Finance

		Line Manager

		







		Reason for Request

[bookmark: _GoBack] 

		

		Type of Post/Request



CREATE A NEW POST 

Select all that apply for this request 



		

☐ Create a new  Permanent Post                                    



		

☐ Create new Fixed Term Post                                     









		☐ Permanent recruitment                                



		☐ Agency recruitment                                     





		☐ Acting Up                                      



		☐ Secondment                                      









CHANGE AN EXISTING POST

Select all that apply for this request 

☐ Increase the hours of an existing post                                     

☐ Change the grade of an existing post                                     



RECRUIT TO AN EXISTING POST 

Select all that apply for this request 



		☐ Permanent recruitment                                



		☐ Agency recruitment / extension where post is currently filled by agency                                





		☐ Acting Up                                      



		☐ Agency recruitment where post is not currently filled by agency                                 





		☐ Secondment                                      



		









		

		

		Duration if FTC, Acting Up or Secondment:







		Start Date:

End Date:







		

		

		Post Title:





		

		

		



		ERP NO:   

		

		FTE (Hours):



		Salary Banding (Spinal Point): i.e. G19

HAY Ref No:  

		

		BUDGET CODE:  







Reason for Agency Request: (NB Opus will only accept recruitment requests from NCT Establishment with a confirmed ERP number) 

		☐ To cover vacancy whilst permanent recruitment takes place

☐ To cover Maternity leave

☐ To cover long term sick leave

☐ To cover a secondment

☐ COVID response 

☐ Other (state below) 

		Is post currently vacant?

☐ Yes

☐ No (if not when is post being vacated?









AGENCY CONTRACT EXTENSION:  

		Name of Agency Worker

		



		Position

		



		Current Assignment End Date:

		



		Start Date

		

		Length of Extension Request

		



		End Date

		

		



		Reason for Extension  - please include why request is not for permanent recruitment and when permanent recruitment will take place)

		











HOW IS THIS POST FUNDED?

		☐ In budgeted establishment (Please check cost of agency staff is within the budget) 



		☐ Over budgeted establishment

Approved funding Source:

		



		☐ Over budgeted establishment

No funding source identified:

(please identified why post is needed, what other options have been considered).

		



		Finance Business Partner agreement (Name and Date) 



		



		Signed by Recruiting Manager

		











PART 2 - Approval by Strategic Manager (Budget Holder) 

		Agreement for agencies to undertake permanent recruitment search – service will be responsible for payment of the agency finder fee up to 15% of the post’s salary 

		☐ Yes 

☐ No



		Name:  

		Signature:







		If request will incur overspend please comment on how this will be managed:













Once signed please send this form to NCTRecruitment@nctrust.co.uk who will check establishment.   If correct, the form will be forwarded for approval, if not form will be returned for editing.



PART 3 - NCT Recruitment

		

NCT Establishment Checks Completed   ☐ 









PART 4 - HR

		HR/NCT Establishment Comments:





















FORM IS THEN SUBMITTED BY NCT RECRUITMENT TO THE SLT RECRUITMENT PANEL FOR APPROVAL



PART 5 – E recruitment Request (where applicable):

		Subject to DBS?



		☐ Yes 

☐ No



		Level of DBS

		☐ Standard     

☐ Enhanced 



		DBS Type

		☐ Child Bar

☐ Adult Bar

☐ Child and Adult Bar

☐ Other

☐ Not Applicable







		Base Location for this Post

		



		Job Specification Attached?

		















		Advert Text (both for internal and external advertising)









































		☐ Advertise internal only

☐ Advertise External only

☐ Advertise Internal and External

		Advert Start Date:



Advert Closing Date:

















		1

		

		2

		

		3

		

		4

		

		5

		

		6

		

		7





		[image: ]Recruiting Manager completes Form and must pass ATR to their Service Strategic Manager Who must  liaise with Finance Business Partner’s for their comments

		

		[image: ]Strategic Manager 

Approves the form and returns to NCT Recruitment



		

		[image: ]NCT Recruitment completes establishment checks

against establishment report/ establishment tables and OPUS headcount

		

		[image: ]HR 

completes checks and add their comments (on Thursdays by 14:00 pm)

		

		[image: ]NCT Recruitment

Prepares the final report and sends the list to SLT and panel members (Tracy Bottomley, Emma Vine, Sonia Begum, Aysha Najeeb and Rose Brown) by Thursday 17:00 pm 

		

		[image: ]SLT Approves or rejects and add their comments on Fridays in the NCT Recruitment panel

		

		NCT Recruitment

Informs the  of recruitment approval outcomes on Friday by COB to service and Opus, Specialist Recruitment Teams
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