Appointment and Re-appointment Approval Request
All staff appointments are subject to cost-benefit analyses of the need for the position and for existing positions in the unit.  The Organisational Development Unit and/or Financial Services Directorate can be approached for assistance with the analyses.

1. The Head of the Unit is to conduct a comprehensive, documented cost-benefit analysis of the need for each staff appointment or re-appointment.  Please note that an allocation in the University budget is insufficient grounds for a staff appointment, although a sufficient budget allocation or external funding is necessary.
· I have conducted this analysis and attach the report as Appendix A.
Yes / No

· The analysis clearly shows that the benefits of the appointment exceed the costs.

Yes / No
2. The Head of the Unit is to evaluate and document the complete existing staff profile of the unit.

· I have conducted this analysis and attach the report as Appendix B.

Yes / No

· The net benefits shown in Appendix A could not be obtained using existing staff resources, even with retraining.

Yes / No
Unless the responses to all the statements above are yes, do not submit this application since the case is insufficient.  If they are all yes, please respond to the remaining statements.

· The report in Appendix B shows that the entire unit’s current staff resources are justifiable on a cost-benefit basis.

Yes / No

· If the answer to the previous statement was No, has a formal workplace change process commenced, or are redundancies being sought?  [Please provide details on a separate sheet and note that this request will be sent to the Vice-Chancellor.]
Yes / No
Name of Relevant Unit:

Signature of Head of Unit:
Name of Faculty/Cost Centre:

Signature of Pro Vice-Chancellor and Dean / Director:
