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To be completed by Cost Centre

Faculty/Directorate 
School/Section: 
C level _ _ _ _z 
I wish to appoint/second this person:

Name of Appointee: 


Employee Number: 
         (CV attached (if new staff member or if not


                          (if already a staff member)
                                       supplied within the last 2 years)
to this position:

Position Title (e.g. Lecturer in Law, Administrative Assistant): 


Position Number: 
    OR  New Position Request Form 7.02a attached
 Position Statement attached (for General Staff)

If this is a vacant position, name of previous appointee: 


Complete if the employee will be working off campus

For Workers Compensation purposes:

    Location (Country, State, City/Town) 

       I have emailed workerscomp@une.edu.au and advised of this appointment.

For OHS purposes:

     I have attached the appropriate risk assessment form [http://www.une.edu.au/hrs/handbook/04/04.23b.doc]. 
Start date:   ____/____/_____    End date:  ____/____/_____ [Max – 12 mths]
Classification Level:
[HEO, A, B etc.] 
     Step / Base +   ___________  

 Justification attached if higher than Step 1/Base

Account Code:   PL / RE / SP / FM  
       __  __  __  __      __      __

   Full Time            Part Time -
Academic Fraction  __/__  (Must be approved fraction – e.g. ½, ¾, 2/3, etc.)
                                                      -     General staff 
  hrs/wk 

Supervisor’s name:
 Position title: 
  ext:


Please identify the reason for appointment from the following fixed term categories:

Specific Task or Project – detail 


Research only – grant title 


Replacement Employee  (on authorised leave, secondment/higher duties, recruitment process commenced) - vice
 reason 


Recent Professional practice required - reason 


Pre-retirement contract – Contact your HRS Team Leader

Fixed term employment subsidiary to studentship - detail


Apprenticeship or Traineeship (General Staff) - reason 


In signing approval of this Form, I hereby certify that 

· this appointment is in line with the UNE Collective Agreement and policies for  employment;

· I have sighted the original qualifications for this person and deem that the applicant possesses appropriate skills and qualifications for this position; and

· where there is no break in service, the Cost Centre will be responsible for any future cost relating to severance pay or a claim for conversion to permanency or accrual of service for Long Service Leave purposes. 

Justification for this appointment is attached

Recommended: 
 
  Date: ___/___/_____
Head of School
Signature
                  Name
I confirm that this staff appointment is fully funded within the lower expenditure levels which have been committed to for this budget centre.
Approved: 
 
  Date: ___/___/_____
PVC&D/Director
Signature
                 Name

Checklist for Cost Centre prior to submitting this form:

Check that the period of this appointment is consistent with the dates the position has been or is being established for. If it is not consistent, also complete 7.02b Request to Vary a Position Form. 

Attach a current copy of the appointee’s full curriculum vitae which clearly supports appointment at the recommended Level and Step. 

*Does this appointment take the person’s appointment in this position over 12 months without advertising? Justification must be provided for the Vice-Chancellor’s consideration/approval as this is outside of Policy.

If the appointee is a non-Australian resident, documentary evidence of a valid working visa must be provided (this must be either the original or an appropriately certified and readable copy).

General Staff:  Position Statement – Provide a signed copy electronically to classifications@une.edu.au.  If you are using a Position Statement which has previously been classified (including generic ones from the web) or if it has only minor changes, classification will be accommodated within the 10 working days already allowed for preparation of this contract.  For all new positions please liaise with the Classifications Officer, email above or phone extension 2705.


If the appointee has been named as a critically important person in a research grant application, provide appropriate extracts from the grant, including grant title, period of grant, budget and section naming appointee. A general staff member’s appointment under this category will require additional justification. 

*If the appointee is a close relative or has a close personal relationship with an existing staff member in the School/Directorate, justification must be provided for the Chief Operating Officer’s approval. 

Check that the above document has been signed by the Head of School/Director, and Pro Vice-Chancellor and Dean if required.

*Additional time will be required for Human Resource Services to obtain Senior Executive approvals prior to proceeding.
For Secondments only – To be facilitated by the New Employing Area for completion by Releasing Area:

I agree to:

1. release the above staff member on secondment, and 
2. that they will be able to return to their substantive position on completion of the secondment period above. 
Approved: 
 
  Date: ___/___/_____
Head of School/Director
Signature
                 Name
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