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This form should be completed in conjunction with the Professorial Appointments Policy. 

For assistance please contact Mary McClenaghan in Human Resource Services.
Faculty/Centre: 
 School/Unit: 


Position no: 
 Position title:


( New position 
OR         ( Existing position – replacing: 

Appointment dates:       Start   ____/____/_____      Finish   ____/____/_____ 

Position status: 
 ( Continuing      OR
( Fixed term      

( Full Time  OR
( Part Time  
– Academic fraction  __/__  (Must be approved fraction – e.g. ½, ¾, 2/3, etc.)

 
Classification:     Academic Level  E   
Advertising Cost Code –-
PL / RE / SP / FM 
    8 5 1 1     __    __       

The following documentation is attached:

Checklist:
( Request to Establish a Position Form 7.02a  OR   ( Existing Position

( Selection Committee Membership 

( Request to Appoint

( Cost Benefit Analysis 

( Justification 


( Draft Advertisement 


( Position Statement and Selection Criteria

( Electronic copy of all documentation to be emailed to: mmcclena@une.edu.au   
Do you wish the following statements to appear in the advertisement?

Consideration may be given to filling the position on less than a full time basis
( Yes  
( No


Subject to funding and satisfactory performance this position may be extended 
( Yes  
( No

Subject to ongoing funding and satisfactory performance this position may be converted
( Yes  
( No 


to a continuing appointment
Has a market loading been approved for this position?   ( No     ( Yes____%   (Attach approval)
Will the School/Directorate provide travel & removal expenses for this position?
( Yes 

( No   
Advertising Publications (with approx. cost for full size advertisement)
(
The Australian (HES) - $2000
( 
International Noticeboard - $A560
(
The Weekend Australian - $2700 - $3200
( 
Unijob (SEEK) - $145

( 
The Sydney Morning Herald - $2500 - $3000
(
Local Papers: Express/Extra $300   

( 
The Brisbane Courier Mail - $2200
    + ( JobsGuide (in conjunction with local paper) $50
( 
Campus Review - $1300
(
UNE Employment Opportunities website - $0
Other: 

	Selection Committee membership

	Name
	Position



	
	Vice-Chancellor or nominee (Chair)



	
	Pro Vice-Chancellor (Academic) or (Research)



	
	Pro Vice-Chancellor and Dean of the Faculty*



	
	Chair or Deputy Chair of the Academic Board



	
	The Head of School 



	
	UNE Professor (or senior academic) from the discipline/field nominated by the Pro Vice-Chancellor and Dean, after consultation with the School*



	
	Lay member of Council



	
	Non-UNE Professor from discipline/field**


	
	Additional non-UNE co-opted member (at Vice-Chancellor’s discretion)



	*  Must be completed by the relevant Faculty. 
** A list of three possible professors, with brief biography attached, to be submitted by the Head of School for the Vice-Chancellor’s consideration.




Appointment and Re-appointment Approval Request
(please refer to  http://www.une.edu.au/hrs/new_appointments.doc)
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 (see below).  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 cost benefit analysis
	( 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 A.
	( Yes
	( No

	The net benefits shown in Appendix A could not be obtained using existing staff resources, even with retraining.
	( Yes
	( No


If the responses to all the statements above are No, do not proceed with this application.  If Yes, please continue.
	The report in Appendix A 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


COST BENEFIT ANALYSIS

Cost Benefit Analysis – Summary of Requirements

Objective of the cost benefit analysis:

· To enable decision makers to quickly and clearly identify the financial and supporting non financial benefits arising from agreeing the proposed appointment;

· To ensure that the work being undertaken by the proposed appointee could not practically be done by existing staff

“Unit” is defined as a discipline group (academic or administrative)

Content 

A brief outline of

· the objective of the position (three to four sentences)

· all additional costs to the unit from the appointment

i. direct salary cost

ii. on-cost

iii. other direct costs, e.g. travel, IT costs

· all extra income arising from the appointment

i. demonstrate linkage to student numbers and associated income

ii. linked to existing staffing profile of discipline

iii. clearly demonstrate the existing substantive staffing is insufficient to teaching load

· cost savings resulting from the appointment

· risks arising from not making the appointment (financial and non financial)

· risks eliminated or reduced by making the appointment (financial and non financial)

· other non financial benefits arising from the appointment 

· identify costs and benefits over 3 years where appropriate

	DIRECTORATE/COST CENTRE
	


1. Objective / Description of Position (brief 2-3 sentences)

	 MACROBUTTON  AcceptAllChangesShown "<type objective of position here>" 


2. Description of why this position can not be covered by existing UNE staff members

	 MACROBUTTON  AcceptAllChangesShown "<insert explanation here>"  


3. Costs – Required Expenditure

2008
	Category
	Costing
	Details

	Salary
	$
	i.e. Level E 

	On-Costs
	$
	

	Non Salary
	$
	

	i.e. Travel
	$
	

	i.e. IT Cost
	$
	

	
	$
	

	Total
	$
	


2009
	Category
	Costing
	Details

	Salary
	$
	

	On-Costs
	$
	

	Non Salary
	$
	

	i.e. Travel
	$
	

	i.e. IT Cost
	$
	

	
	$
	

	Total
	$
	


2010
	Category
	Costing
	Details

	Salary
	$
	

	On-Costs
	$
	

	Non Salary
	$
	

	i.e. Travel
	$
	

	i.e. IT Cost
	$
	

	
	$
	

	Total
	$
	


4. Justification Summary – Quantity Savings/Benefits

(Please detail the benefits this position will create for UNE. This includes additional revenue to be generated by the position or maintenance of current revenue streams. Please also note whether this position has been included in the cost centres budget)

The follow analysis must be provided:

a) Details of all extra income arising from the appointment 

b) An assessment of the current staffing profile should also be discussed and a staffing profile attached

c) Faculties need to consider and demonstrate the linkage of new positions to student numbers

d) Detail the cost savings resulting from the appointment 

e) Any significant non financial benefits

	a. 
	

	b. 
	

	c.  
	

	d.   
	

	e.  
	


5. Consequences or risks to UNE/Cost Centre of not obtaining approval for the position

	 MACROBUTTON  AcceptAllChangesShown "<type consequences here>" 


6. APPROVAL

Recommended:   

    ____/____/_____

Head of School/Cost Centre
Signature
Name

Supported:   

    ____/____/_____

PVC&D / Director
Signature
Name


Funding 
Approval:




          

    ____/____/_____

COO
Signature
Name


Approved: 

          ____/____/_____ 


Vice-Chancellor’s  Signature




Approved: 

         ____/____/_____ 


Chair, Council Standing Committee 




Human Resource Services Use Only

(  
All documentation is complete and has been approved.
Signed:
Date: ____/____/_____

Director, Human Resource Services, or nominee







