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Correspondence 
 
From: [REDACTED]  
Sent: Wednesday, June 28, 2023 4:43 PM 
To: HR External Recruitment <ScottishGovernmentrecruitment@gov.scot> 
Cc: [REDACTED] 
Subject: FW: FTA NFO - B3 - Archivist/Researcher - Emma Fossey 
 
Hi [REDACTED], 
 
Please see answers to your clarifying points highlighted in yellow in the thread 
below. 
 
You will also see I have confirmation by my deputy director that these are accurate. 
 
I have attached the confirmation from the candidate that she has not held a Fixed 
term appointment in the 12 months prior to the post start date (please see attached). 
 
Can I confirm that pre employment checks will now start, and if so, is there a point of 
contact within the pre employment checks team to steer on approximate lead times? 
Will checks go through AMIQUS? And is there any paperwork or information you 
require from the applicant that I can look to collate if it would help. 
 
We are looking to start the appointment as soon as possible given the DFM and FM 
interest. 
 
Thanks 
[REDACTED] 
 
 

 
 
[REDACTED] (she/her) Learning and Development Lead 
Redress, Relations and Response Division I Directorate for Children and Families I Scottish 
Government 
Mobile: [redacted] I [REDACTED]@gov.scot I My working pattern is Monday – Friday 9.00 to 5.00 

 
 
 
From: Morgan K (Kerry) <Kerry.Morgan@gov.scot>  
Sent: Wednesday, June 28, 2023 2:41 PM 
To: [REDACTED] 
Subject: RE: FTA NFO - B3 - Archivist/Researcher - Emma Fossey 
 
Thanks [REDACTED]. Yes, I confirm the below statements are accurate. 
 
Kerry 

mailto:ScottishGovernmentrecruitment@gov.scot
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Kerry Morgan | Deputy Director – Redress, Relations and Response | Children and Families Directorate 

| The Scottish Government. [redacted] 

Please note that I work Monday to Thursday.  

From: [REDACTED] <[REDACTED]@gov.scot>  
Sent: 28 June 2023 14:38 
To: Morgan K (Kerry) <Kerry.Morgan@gov.scot> 
Subject: FW: FTA NFO - B3 - Archivist/Researcher - Emma Fossey 

 
Hi Kerry, 
 
As discussed,  
 
Can you please confirm the following response to HR’s queries: 
 

1. This work cannot be resourced internally, and it would not make sense to recruit 
permanently or use the temporary admin or interim manager contracts.  

 
There is a specific commitment from DFM and FM that the work required is done by an 
independent individual, out with current employment in SG.  
Given the specialist nature of work, we require a particular skillset that is unavailable through 
the temporary admin or interim contracts.  
This is also a time limited project and it would not make sense to recruit permanently.  
 
2. The FTA (NFO) will start at the minimum of the salary 
We can confirm the Fixed Term appointment would start on the minimum of the B3 salary 
scale. 

 
3. You have obtained written confirmation from the applicant to confirm that they have not 

held a fixed term appointment (without fair and open competition) Civil Service post or 
secondment in the 12 months prior to the appointment start date.  

I have already included confirmation in the original iFIX for this FTA 
appointment, but will attach again to my email to HR. 

 
 
Thanks 
[REDACTED] 
 
 

 
 
[REDACTED] (she/her) Learning and Development Lead 
Redress, Relations and Response Division I Directorate for Children and Families I Scottish 
Government 
Mobile: [redacted] I [REDACTED]@gov.scot I My working pattern is Monday – Friday 9.00 to 5.00 
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From: [REDACTED] <[REDACTED]@gov.scot> On Behalf Of HR External 
Recruitment 
Sent: Wednesday, June 28, 2023 11:28 AM 
To: [REDACTED] <[REDACTED]@gov.scot> 
Subject: FTA NFO - B3 - Archivist/Researcher - Emma Fossey 
 
Dear [REDACTED]  
 

Further to your request for a Fixed Term Appointment (Not Fair and Open), please be aware that 
FTA (NFO’s) should only be used where there is a genuine business need to employ someone for a 
prescribed piece of work, or for a prescribed period of staff absence.  
 

The business case has been reviewed under the enhanced recruitment controls and has been 
approved, subject to your confirmation of the points below:  
 

1. This work cannot be resourced internally, and it would not make sense to recruit 
permanently or use the temporary admin or interim manager contracts.  

2. The FTA (NFO) will start at the minimum of the salary scale  

3. You have obtained written confirmation from the applicant to confirm that they 
have not held a fixed term appointment (without fair and open competition) Civil Service 
post or secondment in the 12 months prior to the appointment start date.  

• A copy of the applicant’s written confirmation must be sent to HR 
resourcing with your email reply.  

 

Please confirm points 1, 2 and 3 to [redacted] at ScottishGovernmentrecruitment@gov.scot and 
they will progress the appointment.  
 

Please also note:  
 

HR Payroll & Shared Services will issue the contract for your candidate after a start date is agreed by 
HR Resourcing’s Pre-Employment Team.  

• Please note however, that they will not put in the contract letter that the position 
may be extended. This would raise the individual's expectations that they can almost 
guarantee an extension. We must be careful about raising expectations as this could 
result in a complaint if an appointment came to an end and no extension was granted.  

 

All contract letters for Fixed Term Appointments Not Fair & Open, state clearly that they cannot be 
converted to Permanent on request.  

• If an individual wishes to secure a Permanent or Fixed Term Fair & Open position, 
they must be recruited on merit through one of our fair and open recruitment 
competitions.  

 

The Civil Service Commission requires there to be a 12 month break between FTA (NFO) civil service 
posts or secondments. If there has not been a break of 12 months or more the person cannot be 
appointed.  
 

Please be aware that it can currently take up to 4 weeks for pre-employment checks to be 
completed. Thereafter, a start date will be agreed in line with the on-boarding timeframe which Pay 
colleagues advise. This is currently a 4 week lead in time.  

mailto:Sheila.Renton@gov.scot
mailto:Lindsay.Stevenson@gov.scot
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• A start date should not be confirmed until HR Resourcing advise that all checks have 
been completed and offer a start date to both you and the candidate.  

 

We look forward to taking your request forward subject to the points raised above.  
 

Kind regards,  
HR Resourcing  
 

 
 

[REDACTED] | Resourcing officer  

Silvan House 231 Corstorphine Road Edinburgh EH12 7AT 

My working days are Monday-Thursday 

 

Supporting the People Strategy by improving online guidance  

HR Help can help if you can’t find what you need on saltire - 0131 244 8500 

http://saltire/my-workplace/pages/my-workplace.aspx#/leave/Annual%20leave
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From: Emma Fossey <[REDACTED]@hotmail.co.uk>  
Sent: Thursday, June 22, 2023 9:11 AM 
To: [REDACTED] <[REDACTED]@gov.scot> 
Subject: Re: Confirmation of previous employment 
 
Hi [REDACTED], 
 
Good to hear from you. 
 
I can confirm that I have not held a fixed term (or any other) post or secondment with 
the civil service in the last 12 months. 
 
Kind regards, 
Emma 
 

 
From: [REDACTED]@gov.scot <[REDACTED]@gov.scot> 
Sent: 22 June 2023 09:07 
To: [REDACTED]@hotmail.co.uk <[REDACTED]@hotmail.co.uk> 
Cc: RRRBMU@gov.scot <RRRBMU@gov.scot> 
Subject: Confirmation of previous employment  
  
Hi Emma, 
  
I am carrying out the necessary actions required by our resourcing team to process 
your Fixed term appointment application. 
  
Can I confirm that you have not held a fixed term appointment (without fair and open 
competition) or secondment civil service post in the 12 months prior to this post?   
  
The Civil Service Commission requires that there is a 12 month break between such appointments.    
  
If you have any questions, please do not hesitate to get in touch. 
  
Thanks 
[REDACTED] 

  

 
  
[REDACTED] (she/her) Learning and Development Lead 
Redress, Relations and Response Division I Directorate for Children and Families I Scottish 
Government 
Mobile: [redacted] I [redacted] I My working pattern is Monday – Friday 9.00 to 5.00 
  

mailto:[REDACTED]@gov.scot
mailto:Lindsay.Stevenson@gov.scot
mailto:[REDACTED]@hotmail.co.uk
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******************************************************************

****  

This e-mail (and any files or other attachments transmitted with it) is intended 

solely for the attention of the addressee(s). Unauthorised use, disclosure, storage, 

copying or distribution of any part of this e-mail is not permitted. If you are not the 

intended recipient please destroy the email, remove any copies from your system 

and inform the sender immediately by return. 

Communications with the Scottish Government may be monitored or recorded in 

order to secure the effective operation of the system and for other lawful purposes. 

The views or opinions contained within this e-mail may not necessarily reflect 

those of the Scottish Government. 

******************************************************************

**** 
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From: [redacted]  
Sent: Thursday, December 21, 2023 1:17 PM 
To: RRR Business Management Unit <RRRBMU@gov.scot> 
Cc: Kerry Morgan <Kerry.Morgan@gov.scot> 
Subject: RE: Emma Fossey 
 
Thanks [redacted]. I’ve completed the form and attached it ready for Kerry to upload 
onto iFix.  
 
Thanks, 
[redacted] 
 
From: [redacted]> On Behalf Of RRR Business Management Unit 
Sent: Thursday, December 21, 2023 12:59 PM 
To: [redacted[ 
Cc: Kerry Morgan <Kerry.Morgan@gov.scot>; RRR Business Management Unit 
<RRRBMU@gov.scot> 
Subject: RE: Emma Fossey 
 
Hi,  
 
Guidance is that section 2 of the below needs to be completed:  
 
Fixed_term_appointment_request_and_extensions_authority.docx (sharepoint.com) 
 
Following this, guidance is that Kerry as DD needs to upload the document using the 
below link:  
 
iFix Portal - Extend a fixed term appointment (systems.gov.scot)  
 
More than happy to raise the i-fix for Kerry once the document is complete but I’m 
conscious that it may bounce back and cause delays.  
 
I’m not sure if RRR have any other arrangements for extending FTAs- please let me 
know if this is the case Kerry.  
 
Thanks,  
 
[REDACTED] I Team Leader- Business Planning and Finance | Contributions, 
Finance and BMU I Redress, Relations and Response Division I Directorate for 
Children and Families I The Scottish Government  
 
Email: [redacted]  Mobile: [redacted] 
 
 

mailto:Kerry.Morgan@gov.scot
mailto:RRRBMU@gov.scot
https://scotsconnect.sharepoint.com/:w:/r/sites/Saltire/_layouts/15/Doc.aspx?sourcedoc=%7B74FA3925-9F4A-404D-B280-9207814E70F1%7D&file=Fixed_term_appointment_request_and_extensions_authority.docx&action=default&mobileredirect=true
https://ifix.systems.gov.scot/assystnet/#serviceOfferings/1020
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From: [redacted[  
Sent: Thursday, December 21, 2023 11:48 AM 
To: RRR Business Management Unit <RRRBMU@gov.scot> 
Cc: Kerry Morgan <Kerry.Morgan@gov.scot> 
Subject: Emma Fossey 
 
Hi BMU,  
 
Could you please arrange for Emma’s contract to be extended by 3 months until 1st 
May? Emma is aware and happy to be extended.  
 
Let me know if you need anything from me.  
 
Thanks, 
[REDACTED] 
 
[REDACTED]) I Unit Head – Policy and Communications  
Redress, Relations and Response Division I Directorate for Children and Families I Scottish 
Government 
Mobile: [redacted] I [redacted] 

 

 
 
 

 
 
From: Kerry Morgan <Kerry.Morgan@gov.scot>  
Sent: Thursday, January 11, 2024 1:12 PM 
To: [REDACTED] [REDACTED] <[REDACTED]@gov.scot> 
Subject: FW: FTA Extension - Emma Fossey 
 
 
 
From: Kerry Morgan  
Sent: Wednesday, January 3, 2024 2:41 PM 
To: Emma Fossey <[REDACTED]@gov.scot>; [REDACTED] 
Subject: FW: FTA Extension - Emma Fossey 
 
For info.  
 
From: [REDACTED] <[REDACTED]@gov.scot> On Behalf Of HR External 
Recruitment 
Sent: Wednesday, January 3, 2024 2:39 PM 

mailto:RRRBMU@gov.scot
mailto:Kerry.Morgan@gov.scot
mailto:Lyndsay.Wilson@gov.scot
mailto:[REDACTED]@gov.scot
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To: Kerry Morgan <Kerry.Morgan@gov.scot> 
Subject: FTA Extension - Emma Fossey 
 
Good afternoon Kerry 
 
I can confirm that we have updated Emma Fossey’s e-HR record to reflect the new 
FTA end date of 01/05/2024 as requested. 
 
Kind regards 
[REDACTED] 
 

 
 

[REDACTED] | Resourcing officer  

S1 Spur Saughton House Edinburgh EH11 3XD 

My working days are Monday-Thursday 

 

Supporting the People Strategy by improving online guidance  

HR Help can help if you can’t find what you need on saltire - 0131 244 8500 

 
 

 
From: Kerry Morgan <Kerry.Morgan@gov.scot>  
Sent: Thursday, December 21, 2023 1:26 PM 
To: [REDACTED[ RRR Business Management Unit <RRRBMU@gov.scot> 
Subject: RE: Emma Fossey 
 
Done, thanks both. 
 
Kerry 
 
From: [REDACTED]  
Sent: Thursday, December 21, 2023 1:17 PM 
To: RRR Business Management Unit <RRRBMU@gov.scot> 
Cc: Kerry Morgan <Kerry.Morgan@gov.scot> 
Subject: RE: Emma Fossey 
 
Thanks [REDACTED] I’ve completed the form and attached it ready for Kerry to 
upload onto iFix.  
 
Thanks, 
[REDACTED] 
 
From: [REDACTED] On Behalf Of RRR Business Management Unit 
Sent: Thursday, December 21, 2023 12:59 PM 
To: [REDACTED] 

mailto:Kerry.Morgan@gov.scot
http://saltire/my-workplace/pages/my-workplace.aspx#/leave/Annual%20leave
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Cc: Kerry Morgan <Kerry.Morgan@gov.scot>; RRR Business Management Unit 
<RRRBMU@gov.scot> 
Subject: RE: Emma Fossey 
 
Hi,  
 
Guidance is that section 2 of the below needs to be completed:  
 
Fixed_term_appointment_request_and_extensions_authority.docx (sharepoint.com) 
 
Following this, guidance is that Kerry as DD needs to upload the document using the 
below link:  
 
iFix Portal - Extend a fixed term appointment (systems.gov.scot)  
 
More than happy to raise the i-fix for Kerry once the document is complete but I’m 
conscious that it may bounce back and cause delays.  
 
I’m not sure if RRR have any other arrangements for extending FTAs- please let me 
know if this is the case Kerry.  
 
Thanks,  
 
[REDACTED] I Team Leader- Business Planning and Finance | Contributions, 
Finance and BMU I Redress, Relations and Response Division I Directorate for 
Children and Families I The Scottish Government  
 
Email: [redacted] Mobile: [redacted] 
 
 

 
 
From: [REDACTED]  
Sent: Thursday, December 21, 2023 11:48 AM 
To: RRR Business Management Unit <RRRBMU@gov.scot> 
Cc: Kerry Morgan <Kerry.Morgan@gov.scot> 
Subject: Emma Fossey 
 
Hi BMU,  
 
Could you please arrange for Emma’s contract to be extended by 3 months until 1st 
May? Emma is aware and happy to be extended.  
 
Let me know if you need anything from me.  
 
Thanks, 

mailto:Kerry.Morgan@gov.scot
mailto:RRRBMU@gov.scot
https://scotsconnect.sharepoint.com/:w:/r/sites/Saltire/_layouts/15/Doc.aspx?sourcedoc=%7B74FA3925-9F4A-404D-B280-9207814E70F1%7D&file=Fixed_term_appointment_request_and_extensions_authority.docx&action=default&mobileredirect=true
https://ifix.systems.gov.scot/assystnet/#serviceOfferings/1020
mailto:simon.ashpool2@gov.scot
mailto:RRRBMU@gov.scot
mailto:Kerry.Morgan@gov.scot
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[REDACTED] 
 
[REDACTED] (she/her) I Unit Head – Policy and Communications  
Redress, Relations and Response Division I Directorate for Children and Families I Scottish 
Government 
Mobile: [redacted]I [redacted] 

 

 
 
 
From: Kerry Morgan <Kerry.Morgan@gov.scot>  
Sent: Wednesday, January 3, 2024 2:41 PM 
To: Emma Fossey <[REDACTED]@gov.scot>; [REDACTED] 
Subject: FW: FTA Extension - Emma Fossey 
 
For info.  
 
From: [REDACTED] <[REDACTED]@gov.scot> On Behalf Of HR External 
Recruitment 
Sent: Wednesday, January 3, 2024 2:39 PM 
To: Kerry Morgan <Kerry.Morgan@gov.scot> 
Subject: FTA Extension - Emma Fossey 
 
Good afternoon Kerry 
 
I can confirm that we have updated Emma Fossey’s e-HR record to reflect the new 
FTA end date of 01/05/2024 as requested. 
 
Kind regards 
[REDACTED] 
 

 
 

[REDACTED]| Resourcing officer  

S1 Spur Saughton House Edinburgh EH11 3XD 

My working days are Monday-Thursday 

 

Supporting the People Strategy by improving online guidance  

HR Help can help if you can’t find what you need on saltire - 0131 244 8500 

 
 
----------------------------------------------------------------------------------------------------------------
--------------------- 
 
 
 
 
 

mailto:Sheila.Renton@gov.scot
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Documents 

 
Document 1 - Archivist Advert  
 
Temporary post – 3-6 months (salary TBC) 
 
Location – Hybrid. The post will require visits to various sites and Scottish 
Government buildings as required.  
 
The Scottish Government are undertaking enquiries in respect of a care setting 
which operated between the 1960’s and 1990’s and where children were abused. 
Limited records have been recovered in respect of this setting and we are looking for 
someone to join the Scottish Government on secondment to assist with these further 
enquiries. This is an area of work of interest to Scottish Ministers and the Scottish 
Parliament. You will work closely with officials from the Scottish Government 
Redress, Relations and Response Division.  
 
Key responsibilities will include:  
 

• Searching a range of archived records held by public bodies including, but not 
limited to:  
o Social work records 
o Education records 
o Property records 
o Police and court records 
o Post Office records 
o Council records  

• Analysing the information contained within any records recovered, summarising 
the information and identifying gaps in records.  

• Preparing a report for Scottish Ministers outlining the various work undertaken to 
search for records relating to this care setting and summarising the information 
recovered and contained within records.  

• Engaging with survivors of historical childhood abuse.  
 
We are looking for someone who has the following key skills: 
  

• The ability to work on your own initiative who can also work as part of a team.  

• An ability to communicate with survivors in a sensitive and compassionate 
manner. 

• Experience of collaborating with internal and external stakeholders to identify 
historical records and evidence efforts made to recover records. 

• Strong planning and organisational skills with an enthusiasm and commitment to 
drive this work forward within a challenging timeline.  

• Someone with an analytical or research background who can interpret complex 
and detailed information and data from a variety of sources.  
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• Excellent written skills and the ability to produce a high quality report, drawing out 
the key findings, which will be shared with Scottish Ministers.  

 
Further information on this post can be sought from Kerry Morgan, Deputy Director, 
Redress, Relations and Response Division of the Scottish Government – 
Kerry.Morgan@gov.scot  

mailto:Kerry.Morgan@gov.scot
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Document 2 – Initial Fixed Term Appointment Form 
 
 
 

☒   New Fixed Term Appointment (not fair and open) 

       (complete section 1) 
☐   Extension to a Fixed Term Appointment    

      (complete section 2)                                 

You must  obtain written confirmation from the individual to establish  whether they have held a fixed term 
(without fair and open competition) or secondment civil service post in the 12 months prior to the appointment 
start date.   The Civil Service Commission requires that there is a 12 month break between such appointments.   
If there has not been a break of 12 months or more the individual cannot be appointed. 
Written confirmation attached:  Yes                 No 

Section 1 
 

Line Manager Name  Deputy Director Name  

Vacancy Title  Full Time/Part Time  
(If part time how many hours?) 

 

Grade of post  DG  

Directorate  Division  

Branch  Location  

Replacement of 
existing post holder? 

Yes ☐   (If yes, name of most recent post holder; if this is 

an agency worker, also include the name of the supplier) 
No ☐   (If No, which other post is being given up to 

accommodate this post) 

 
 

 
 

Details of the individual that you wish to recruit subject to HR approval of your post 
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New Fixed Term Appointment  

Name of individual and contact details  
 
(We cannot proceed with the FTA if this 
information is not provided) 

Name:  
 
Email: 
Telephone contact: 
 
 
 

 
Proposed *start date and duration, including 
details of any possibility of extension or 
permanency. 
*(Security checks may take 4-6 weeks) 
 

Proposed start date: 

Deputy Director Approval – By completing this section you are confirming you have the authority to recruit. 

Request approved by DD? Yes  ☐    No  ☐ Deputy Director Name  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

About the Post 

Why has the post arisen ? 
 

The Deputy First Minister has committed to officials conducting further enquiries 
with Glasgow City Council to establish the reasons for children being placed in a 
particular setting and the limited records which exist. These enquiries are related to 
Scotland’s Redress Scheme which is a Ministerial priority and is currently subject to 
scrutiny by the Citizen Participation and Public Petitions Committee.  
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Any factors which restrict your ability to 
cover the work with internal resources. 
(For example remote location or particular / specialist 
skills set) 

This is a post which requires the expertise of a researcher or archivist. None of the 
staff currently within the Redress, Relations and Response Division have the 
capacity or expertise to undertake this work.  

Why it is not appropriate or possible to 
use the temporary agency worker or 
interim manager contract? 

This post requires a particular skillset and a post holder with the commitment to 
fulfil the post for the 3-6 month period until the enquiries have concluded.  

What steps have been taken to fill the vacancy already and what was the outcome.  
(You will need to show that you have fully explored filling the post internally and considered redeployees where 
appropriate.) 

☐   Redeployment 

☒   Internal advertising 

☒   Other Government Department 

☐   Between Band recruitment 

☐   External recruitment 

☐   Interim / Agency Worker 

☒   Secondment 

☒   Other 

Efforts to fill this post have been made by seeking a secondee from National Records 
of Scotland or Registers of Scotland. Enquiries have also been undertaken with the 
national library and with Glasgow Caledonian University. NRS have circulated the 
advert via their networks to identify potential candidates with the relevant skillset.  

Reason the appointment will be of limited duration 
(e.g. details of the task or project) 
Note: It is not appropriate to use a FTA if the same 
work will continue beyond the period of the 
appointment. 

This is a time limited post. Once the enquiries 
have been conducted, a report will require to be 
written for Ministers. This will conclude the role 
of this post holder. 
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Any other information that you consider may support 
your case. 

Both the First Minister and the Deputy First Minister have 
indicated that recruitment of this individual is a priority.  

 
 
 
 
 

 

Job Advert / Description 

 
 
 
 
 

 
Please insert Job Description here 

 
 
 
 
 

Section 2: 

Extension to a Fixed Term Appointment 

Fair and Open  ☐       /     Not Fair and Open   ☐ 

Details of the individual that you wish to extend including 
the date that they were originally recruited and if there 
have been any previous extensions. 
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Proposed start date of the extension and duration, 
including details of any possibility of further extension or 
permanency. 

 

Why do you require an extension? 
(Is this, for example, a project that is taking longer than 
expected and extensions are required to bring it to 
completion?) 

 

 
Recruiting Manager’s Role 
You must send this form to your Deputy Director for approval. 
 
Deputy Director’s Role 
The Deputy Director should be satisfied that attempts have been made to cover the work with existing staff in their Directorate, including managed moves and TRS and 
their headcount is not being increased. They should submit this form to the resourcing team via the HR Online system - iFix Portal - New fixed term appointment (not fair 
and open)  
 
HR’s role 
The Resourcing Team will contact you to discuss the resourcing options and whether the work, can be covered by a redeployee or agency worker.  
If a redeployee is available who has the skills, or can develop the skills in a reasonable period of time, you will be asked to consider them.  

 

https://ifix.systems.gov.scot/assystnet/#serviceOfferings/1019
https://ifix.systems.gov.scot/assystnet/#serviceOfferings/1019
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Document 3 – Fixed Term Appointment Extension Form 
 
 

☐   New Fixed Term Appointment (not fair and open) 

       (complete section 1) 
☒   Extension to a Fixed Term Appointment    

      (complete section 2)                                 

You must  obtain written confirmation from the individual to establish  whether they have held a fixed term 
(without fair and open competition) or secondment civil service post in the 12 months prior to the appointment 
start date.   The Civil Service Commission requires that there is a 12 month break between such appointments.   
If there has not been a break of 12 months or more the individual cannot be appointed. 
Written confirmation attached:       Yes                 No 

Section 1 
 

Line Manager Name  Deputy Director Name  

Vacancy Title  Full Time/Part Time  
(If part time how many hours?) 

 

Grade of post  DG  

Directorate  Division  

Branch  Location  

Replacement of 
existing post holder? 

Yes ☐   (If yes, name of most recent post holder; if this is 

an agency worker, also include the name of the supplier) 
No ☐   (If No, which other post is being given up to 

accommodate this post) 

 
 

 
 

Details of the individual that you wish to recruit subject to HR approval of your post 

New Fixed Term Appointment  
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Name of individual and contact details  
 
(We cannot proceed with the FTA if this 
information is not provided) 

Name:  
 
Email: 
Telephone contact: 
 
 
 

Candidates meet Civil Service Nationality Rules: 
• UK nationals 
• nationals of the Republic of Ireland 
• nationals of Commonwealth countries who 

have the right to work in the UK 
• nationals of the EU, Switzerland, Norway, 

Iceland or Liechtenstein and family 
members of those nationalities with 
settled or pre-settled status under the 
European Union Settlement Scheme (EUSS) 
(opens in a new window) 

• nationals of the EU, Switzerland, Norway, 
Iceland or Liechtenstein and family 
members of those nationalities who have 
made a valid application for settled or pre-
settled status under the European Union 
Settlement Scheme (EUSS)  

• individuals with limited leave to remain or 
indefinite leave to remain who were 
eligible to apply for EUSS on or before 31 
December 2020 

• Turkish nationals, and certain family 
members of Turkish nationals, who have 
accrued the right to work in the Civil 

Yes  ☐    No  ☐ 

https://www.gov.uk/settled-status-eu-citizens-families?_ga=2.26790964.884827562.1671461149-344924071.1670604899
https://www.gov.uk/settled-status-eu-citizens-families?_ga=2.26790964.884827562.1671461149-344924071.1670604899
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Service 
 

Proposed *start date and duration, including 
details of any possibility of extension or 
permanency. 
*(Security checks may take 4-6 weeks) 
 

Proposed start date: 

Deputy Director Approval – By completing this section you are confirming you have the authority to recruit. 

Request approved by DD? Yes  ☐    No  ☐ Deputy Director Name  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

About the Post 

Why has the post arisen ? 
 

 

Any factors which restrict your ability to 
cover the work with internal resources. 
(For example remote location or particular / specialist 
skills set) 
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Why it is not appropriate or possible to 
use the temporary agency worker or 
interim manager contract? 

 

What steps have been taken to fill the vacancy already and what was the outcome.  
(You will need to show that you have fully explored filling the post internally and considered redeployees where 
appropriate.) 

☐   Redeployment 

☐   Internal advertising 

☐   Other Government Department 

☐   Between Band recruitment 

☐   External recruitment 

☐   Interim / Agency Worker 

☐   Secondment 

☐   Other 

 

Reason the appointment will be of limited duration 
(e.g. details of the task or project) 
Note: It is not appropriate to use a FTA if the same 
work will continue beyond the period of the 
appointment. 

 

Any other information that you consider may support 
your case. 
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Job Advert / Description 

 
 
 
 
 

 
Please insert Job Description here 

 
 
 
 
 

Section 2: 

Extension to a Fixed Term Appointment 

Fair and Open  ☐       /     Not Fair and Open   ☒ 

Details of the individual that you wish to extend including 
the date that they were originally recruited and if there 
have been any previous extensions. 

Emma Fossey 
Start date – 1st August 2023 

No previous extension 
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Proposed start date of the extension and duration, 
including details of any possibility of further extension or 
permanency. 

Start date of extension – 2nd February- for 3 months 

Why do you require an extension? 
(Is this, for example, a project that is taking longer than 
expected and extensions are required to bring it to 
completion?) 

It has taken longer than anticipated to complete the work 
Emma is undertaking. Following conclusion of the work 

Emma will report her findings to Ministers, survivors and 
Parliament, likely giving evidence to the CPPP Committee 

of the Parliament.  

 
Recruiting Manager’s Role 
You must send this form to your Deputy Director for approval. 
 
Deputy Director’s Role 
The Deputy Director should be satisfied that attempts have been made to cover the work with existing staff in their Directorate, including managed moves and TRS and 
their headcount is not being increased. They should submit this form to the resourcing team via the HR Online system - iFix Portal - New fixed term appointment (not fair 
and open)  
 
HR’s role 
The Resourcing Team will contact you to discuss the resourcing options and whether the work, can be covered by a redeployee or agency worker.  
If a redeployee is available who has the skills, or can develop the skills in a reasonable period of time, you will be asked to consider them

https://ifix.systems.gov.scot/assystnet/#serviceOfferings/1019
https://ifix.systems.gov.scot/assystnet/#serviceOfferings/1019


 

 


