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Authorisation Form

All managers should review the EPW guidance before submitting this EPW Authorisation form.

Due to cost and service continuity, EPW’s should only be engaged in exceptional circumstances where there is a strong business need. Each EPW should be engaged with an exit strategy in place to avoid any unnecessary extensions. Complete this form to authorise any new EPW requirements or any extensions

	Section 1. EPW Request Information

	Directorate
	

	Service Area / Team
	

	Post Information
(Link to: Graded jobs and PG numbers)
	Title
	

	
	PG Number
	

	
	Location
	

	
	Hours per week
	

	Recruiting / Line Manager
	

	Duration the EPW contract is required for:
(minimum of 6 months, except in limited circumstances)
	

	Is this a New Engagement or Extension
	Choose an item.	



	Section 2. Extension Information (if applicable)

	Name of Current EPW
	

	Length of time Individual has been engaged and / or Date EPW engagement commenced:
	

	Detailed Reason for Extension:

	



	Length of Extension / New End EPW End Date:

	

	Does an Exit Strategy exist for this EPW contract? 
(If yes, please attach the initial Exit Strategy/ Authorisation form)
	Choose an item.
	Please outline the progress against exit strategy / workforce planning actions.

	




	Section 3. Business Case and Reason for Need

	For all EPWs, please provide details of the work that will be undertaken within the role, the reason for the EPW and consequences if approval is not provided:

	DETAILS OF WORK:


REASON FOR EPW AND IMPACT IF APPROVAL IS NOT PROVIDED:






	Service Delivery Reason

	Choose an item.

	If “other”, please provide further detail:
	


	

	Why is an EPW the best route to fill this resourcing need?
	Unanticipated Absence Cover
	
	Inability to recruit / skills shortage
	

	
	Urgent cover needed / normal recruitment too long
	
	Short term Capacity Needed
	

	
	Immediate Risk to Life
	
	Role must remain independent to LA
	

	If “other”, please provide further detail:
	


	Have you advertised this substantive role and attempted to recruit an employee (NOT EPW) within the last 6 months?
	YES
	
	NO
	



	Section 4. Funding Information 


	Mainstream Cumberland Council Budget
	Budget line cost centre
	
	
	
	
	
	
	

	
	Budget holder’s name
	

	
	EPW Salary and Oncosts 
*Oncosts should be calculated as 30% of the post salary
	£

	
	Will mileage be paid? 
For the purposes of approval, this is costed at a maximum 200 miles per week 
	YES
	
	No
	

	
	Any other costs 
(e.g. additional start up costs or other expenses in line with the EPW procedure)
	£

	

	Grant or external funding:

	Is Grant or External funding available to cover costs? 
	YES
	
	No
	

	
	How much funding will be provided?
	

	
	How long does the funding last? (state end date)
	

	
	Which organisation is the funding coming from?
	

	Graded Post Title: 

	Comparison Cost:

Please provide the cost comparison of a directly recruited permanent employee:
	Grade
	

	
	FTE Salary
	£

	
	
	



Please Note: Accommodation and home to work travel costs will not be paid. Any travel undertaken in the course of their duties will be paid in accordance with the Council travel and subsistence scheme and rates.

	Section 5. Exit Strategy
Please note, all EPW engagements must have an exit plan in place prior to commencement to ensure that the ongoing need and cost is minimised. 

	Plans to replace the EPW:

Should the substantive role be advertised whilst the EPW is in place?
	YES (complete section 5A below)
	

	
	YES (a recruitment campaign is live / already in progress)
	

	
	NO – Specific person needed for the position
	

	
	NO - Timescales remaining on post (i.e. short project role/ substantive post holder cover)
	

	
	NO – Other Reason
	

	If “Other Reason” – please provide further details:
	

	What plans will be in place to exit the EPW at the end of the agreed contract length?
	Workload Reduction (e.g. due to project end)
	

	
	Return of substantive post holder
	

	
	Successful recruitment to substantive post
	

	
	Redistribution of tasks 
	

	
	Upskill existing employee / s
	

	
	Consideration of Market Factor Supplement 
	

	
	Other
	

	If “other” please provide further details:

	









	5.A - Substantive Vacancy Details (complete this section if the substantive post should be advertised in parallel with the EPW engagement)

	Type of Contract 
	Permanent 
	
	Temporary
	

	Fixed Term end date / or contract duration (e.g. 12 months)
	
	Reason for Fixed Term
	Choose an item.
	Replacement for Leaver?
	Yes / No
	Leaving Date:
	

	Name of Leaver

	
	Is agile / home working available?
	YES / NO

	Number of Vacancies to be filled
	
	Contracted hours per week:
	

	Weeks worked per annum (if not full year)
	
	Casual Worker?
	

	Work Base Including Address:
	


	Panel Members for Interview and Shortlisting
	


	Proposed advert duration:
	Choose an item.
	Internal or External Advert:

	Internal Only:
	
	External:
	

	Any additional information required for the advert: E.g. fixed date for interviews etc. 
	

	EPW EXIT STRATEGY: Please provide information below regarding the advertising and marketing approach to be taken in order to fill this role with an employee rather than an EPW. 
Details can be discussed with your Resourcing Partner.

	








	Workforce Planning: All EPW requests, if not already, will be referred to the Corporate Workforce Planning Clinics to review the long- term resourcing needs in this area and determine any strategic solutions to build workforce stability. As such, your HRBP or Resourcing Partner may be in touch to gather further information. 



	Section 6. Initial Authorisation

	Is the EPW engagement proposal approved?
	Yes
	No
	Reasoning:
	

	Is the recruitment for the substantive position approved in parallel to the EPW engagement?
	Yes
	No
	Reasoning:
	

	Date Discussed at DMT: 
	

	Assistant Director Approval

	Name
	Signature
	Date

	
	
	



Once this form is completed, please send it to VacancyRequest@cumberland.gov.uk where it will be reviewed by Finance, HR and progressed for final authorisation by the Director of Transformation and Resources. Once authorisation has been granted, you will be contacted by our Resourcing Team. For guidance on how to engage your EPW following approval, you should refer to the EPW Guidance. 

IMPORTANT INFORMATION: If this request relates to a “Risk to Life”, please indicate this an email to VacancyRequest@Cumberland.gov.uk, copying in your assistant director and your Strategic HR Business Partner. Your request will be managed under the Risk to Life Process outlined in the EPW Guidance.  


Your HR and Resourcing Business Partners are listed below for information. 
 
	Service Area 
	Strategic HR Business Partner 
	HR Business Partner 
	Recruitment Business Partner 

	Chief Innovation and Commercial Officer 
	Joanne Treasure - Joanne.Treasure@cumbria.gov.uk 
	Kathryn Higgins - kathryn.higgins@cumberland.gov.uk  
	Gareth Brown – Gareth.brown@cumbria.gov.uk  

	Public Health and Customer and Community Wellbeing 
	Richie Young - Richie.Young@cumberland.gov.uk 
	James Pettit – james.pettit@cumberland.gov.uk  
	Amie Pearson – Amie.pearson@cumbria.gov.uk  

	Place and Economy 
	Joanne Treasure - Joanne.Treasure@cumberland,gov.uk 
	Kathryn Higgins - kathryn.higgins@cumberland.gov.uk  
	Gareth Brown - Gareth.brown@cumbria.gov.uk 

	Corporate and Transformation Services 
	Joanne Treasure - Joanne.Treasure@cumberland,gov.uk 
	Kathryn Higgins - kathryn.higgins@cumberland.gov.uk  
	Gareth Brown - Gareth.brown@cumbria.gov.uk 

	Adult Social Care and Housing 
	Richie Young - Richie.Young@cumberland.gov.uk 
	James Pettit - james.pettit@cumberland.gov.uk 
	Amie Pearson - Amie.pearson@cumbria.gov.uk 

	Children and Family Wellbeing 
	Richie Young - Richie.Young@cumberland.gov.uk 
	Becky Irving – rebecca.irving@cumberland.gov.uk  
	Andrew Irving-Andrew.irving@cumbria.gov.uk


	Assistant Chief Executive 
	Joanne Treasure - Joanne.Treasure@cumberland,gov.uk 
	Kathryn Higgins - kathryn.higgins@cumberland.gov.uk  
	Andrew Irving-Andrew.irving@cumbria.gov.uk
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