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1. Summary of Request
Why is this role being filled via direct appointment rather than open recruitment?
Select all that apply:
☐ Urgent need to fill the role
☐ Role previously advertised, no suitable appli cants
☐ Candidate has unique skills or experience
☐ Continuity of research or project work
☐ Candidate already involved in the work
☐ Funding tied to a specific individual
☐ Other (please briefly explain): ______________________________________
2. How the Candidate Was Identified
Briefly explain how you selected this person:
Select all that apply:
☐ Previous recruitment process identified this individual
☐ Internal recommendation or known expertise
☐ Prior successful collaboration
☐ CV and experience match the role needs
☐ Interview or assessment conducted
☐ Other (please specify): __________________________________________
Why is this person the best fit for the role?
☐ Specialist knowledge/expertise
☐ Relevant experience
☐ Existing familiarity with project/team
☐ Hard-to-find skills
☐ Other: _________________________________________________________
3. Urgency and Necessity
Why must this role be filled now?
☐ Critical to deliver project/research on time
☐ Funding or partnership at risk
☐ Business or operational need
☐ Leaving this unfilled would disrupt work
☐ Other: ________________________________________________________
4. Fairness and Transparency
Please confirm the following:
· If this role had been advertised, would this individual likely have been selected?
☐ Yes   ☐ No
· Have you considered whether not advertising may disadvantage others?
☐ Yes   ☐ No
Optional comment on fairness or impact:
_______________________________________________________
5. Additional Notes (if any)
Anything else you’d like HR to consider in reviewing this request: 
____________________________________________________________________
6. Confirmation
I confirm that the above information is accurate and reflects the reasoning for this direct appointment.
Name: ____________________
Date: ____________________
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