
 
 

LPC/CPC Vacancy Authorisation Request via Trac  

Hiring Manager’s Step-by-Step Guidance 

 

 

Step 1 – Start a New Vacancy Request 

1. Log into Trac. 

2. Navigate to: 
Recruitment → Vacancy Authorisation Request → + New Vacancy Request 

 

 

 

 

 

 

 

 

 



 
Step 2 – Select the Vacancy Type 

Department: Select the right department. 

For Divisions A, B & C, please select one for the departments: 

• NEW LPC/CPC Process - General Staffing (AfC) 
• NEW LPC/CPC Process - Medical Staffing (M&D) 

For Corporate Teams, please select one for the departments: 

• NEW LPC/CPC Process – Corporate General Staffing (AfC) 
• NEW LPC/CPC Process – Corporate Medical Staffing (M&D) 

 

 

Grade: Grade of the role 

 

 



 
Sector and Discipline: The most relevant Sector and Discipline of the role 

 

If any similar vacancies appear: 

o Choose a similar vacancy and click Continue, or 

o Select None: do not use previous vacancy if there are no matches, and 
then click Continue. 

 

 

Step 3 – Complete Vacancy Details 

Complete all relevant tabs as you would have done for a standard vacancy submission 
in Trac at the advertising stage. 

 
Follow the additional guidance below for specific sections: 

Vacancy Authorisation Tab 

Answer all authorisation questions in full or type N/A, as required. 

In Authorisers section, type Recruitment Team and select Recruitment Team 
kch.kingsrecruitment@nhs.net from the list that will appear. 
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Step 4 – Complete Remaining Tabs 

Complete the following sections as usual: 

Vacancy Details 

 

 

 



 
Advert Details 

 

 



 
Documents

 

Longlisting

Shortlisters

 



 
Interviewers

 

Role Requirements

 

Questions (These are filter questions at the advertising stage)

 



 
Notes  

 

 

Step 5 – Submit for Authorisation 

o Once all tabs are complete: 
Click Request Authorisation, as usual. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
Monitor the vacancy authorisation journey 

To see where your vacancy is in the authorisation journey, simply go back on Trac at any 
point, find the vacancy in our dashboard and click on the eye icon. 

In this example, the post has been rejected due to no funding and the vacancy screen 
looks like below 

 

When a vacancy is refused authorisation an email notification like the below reaches 
the Hiring Manager’s inbox. When feedback is addressed, you can redraft your vacancy 
request on trac. 

 


