	Notes to Assist Cost Centres to Complete HRS Forms


	PLEASE NOTE:  An appointee must  not commence employment until they have received and accepted a written letter of appointment from Human Resource Services OR until the appointment documentation has been signed for casual appointee.



Account Codes Finance 1 code is required.  For outside funded positions, the full grant title needs to be given, as this is used in the letter of appointment, as well as the name of the granting body and File no.

	1. First, circle the appropriate Ledger Code:
	2. Make sure all numbers are included in the string:
	3. Where:

	PL = Process Ledger
	PL  AAAA  BBBB  CCCC  D  E
	A  = Cost Centre

	RL = Research Ledger
	RE  AAAAAA  CCCC  D  E
	B  = Operating Activity

	SP = Special Purpose Ledger
	SP  AAAAA  CCCC  D  E
	C  = Natural Account

	FM = Farms Ledger
	FM  AAA  CCCC  D  E
	D  = Internal or external (External = 0, Internal = 1)

	
	
	E  = Function-usually 0, 

Staff Development = 1, Marketing = 2 

Staff Appointment = 3)


Advertising – If there is any likelihood that this appointment will be required to continue beyond the maximum allowable period for a non-advertised appointment, then the position should be advertised up front rather than having a potential problem at the end of the initial temporary appointment.

Advertising Cost Codes – Please note this is not the salary account code/s.   

Advertising Publications – Advertisements will be placed in the next available edition unless otherwise requested. The closing date for applications, from the date the advertisement is first published, must be a minimum of four (4) weeks for advertisements appearing in international publications, three (3) weeks for positions appearing in national papers.  For General Staff positions appearing in the local paper only, a closing date of a minimum of ten calendar days (10) from the date the advertisement is first published is required.
NB: Costs of advertising in metropolitan newspapers is expensive. Refer to form for approximate cost of advertisement. Additional advice on advertising in general and information on other less expensive advertising formats can be provided by Personnel Services –   ext 2024.
The Australian (Higher Education Supplement) – Minimum advertising requirement for continuing positions at Level B and above.

Sydney Morning Herald, Campus Review, Brisbane Courier Mail – Advertising in these “non-national” publications alone will not meet immigration requirements for Level A Academic and General Staff positions.


International Noticeboard - Restricted to Level B and above.  Placed on two UK websites: Jobs for the Academic Community (http://www.jobs.ac.uk) and Association of Commonwealth Universities (http://www.acu.ac.uk ) plus a one line reference in the ACU listing of international vacancies in the Guardian Weekly.

Unijob  Internet advertising website for Australian universities: http://www.seek.com.au/HES/ 

UNE’s Employment Opportunities Website – All positions appear on une-official and UNE’s Employment Opportunities website.  Advertising in Employment Opportunities alone does not meet immigration requirements for any non-Australian citizens.

Local Papers: Express/Extra and JobsGuide – To use JobsGuide the advertisement must also appear in the Armidale Express.  JobsGuide circulation includes Tamworth & New England regions.

Approval DVC/PVC&Dean/Director

Only the Vice-Chancellor, DVC, PVC & Dean or Director has the authority to create a new position. All alterations must therefore be approved by one of the above, as relevant to the cost centre.

Before the Request to Advertise form is submitted to Personnel, approval needs to be obtained from the appropriate PVC/Director or Dean confirming that a position is available, and that funds are available to cover all appointment expenses including advertising, travel & removal.

Only the Vice Chancellor and the Director of Human Resource Services have the authority to make offers of appointment. No persons should commence fixed term employment with the University of New England until they have received a written contract of employment.

Casual Students do not have the 8 week limit, but may be employed throughout the teaching year.

Category/Employment type – simply tick to denote Academic or General.

Classification Level – Cost Centres are reminded that the full salary scale must be advertised.  You may not advertise a foreshortened salary scale. General Staff positions that have not been classified for over two years must be reviewed prior to advertising the position.

Classification Level and Step – Cost Centres are reminded appointments would normally be placed initially on Step 1 of the relevant salary scale, unless justification is attached to the recommendation.  Such justification is to be based on years of equivalent experience - market forces are not an acceptable argument.

Dates of appointment (Extension of Appointment) – Cost Centres are reminded that there is a limit on the length of a fixed term appointment – 12 months for Academic Staff and 6 months for General Staff. This includes extensions which accumulate without break, and without advertisement, to more than the above limits.

Effective date – is the actual date that the change/s is/are to take effect (not the start of the next pay period).

Employment as a casual Academic staff member involves being paid by the session for lectures and tutorials, or by the hour for marking, demonstrating or other required activities. A session consists of a notional number of hours involving preparation, delivery, reasonable contemporaneous marking and student consultation – see “Academic Casual Activity” table below.

Employment as a casual General staff member involves being engaged by the hour and paid on an hourly basis that includes a loading related to award based benefits for which a casual staff member is not eligible. 

End Date – Cost Centres are reminded that there is a limit on the length of a fixed term non advertised appointment – 12 months for Academic Staff and 6 months for General Staff.  This includes extensions, or cumulative positions.

Induction sessions - regular induction sessions for all new staff are coordinated by Organisational Development (held Monday mornings 11am – 12 noon).  Contact OD on ext. 3583, or there is an online induction web page at www.une.edu.au/induction
Location – This is the geographical location where the person actually works.
Market Loading – Market loadings are permissible in only rare situations - prior approval from the Market Loading Committee must be obtained.

New position / Existing position or temporarily replacing – Cost Centres need to explain why they are able to advertise the position – whether it is an already existing position, or a new position request form has been submitted, or that this is merely a replacement for someone who is away.

Part Time Fraction – (A) Part time Academic work is expressed as a fraction (not a decimal), and is to be based on a reasonable expression of workload, not the budget available. Therefore the only fractions which will be accepted as legitimate are ½, ¼, ¾, - or sometimes 1/3’s, where workload might, for example, be based on a norm of 3 subjects a semester.  On occasion, someone may work for x number of days or half days, so in those cases 1/5’s, or 1/10‘s may be appropriate.  Fractions outside of this will need justification based on fraction of a full-time workload; (B) General Staff part-time work is expressed as hours per week.

Position Number – This comes from the Establishment reports provided to Cost Centres. In the interim (until these are provided), it will be sufficient to nominate who the previous/current incumbent of the position is.

Position Status – simply tick to denote whether the position is continuing or fixed term.

Position Title – This should be descriptive local title, e.g. Administrative Assistant, Client Services Officer, Cashier, Records Assistant etc, or in the case of Academic staff, the level (i.e. Lecturer) followed by the area they are in, e.g. Lecturer in Psychology.

Postgraduate Students have work limits imposed both by the university and /or Immigration (if relevant).

Reasons for Fixed Term Appointment 

Temporary appointments may be made for the following reasons:

(i) Specific Task or Project

(ii) Research only functions

(iii) Replacement Employee

(iv) Recent professional practice required

(v) Employment subsidiary to studentship, or postgraduate student

(vi) Any other purpose (specify)

If the person you are appointing has previously worked at UNE as a temporary employee, a liability for severance payments may arise from this appointment. Appointments under “any other purpose” category will attract severance once the staff member has been employed on a second and subsequent contract.  For further information, please contact your relevant HR Client Service Officer.

Reasons for the temporary nature of the position (above) must be provided or as an attached statement. This information is required to be duplicated in the letter of offer to the staff member.
Recommendation Manager/Head of School

In signing this form, the Manager/Head of School confirms that there is a position available and/or there are funds available to cover all (any additional) appointment expenses (including on-costs, leave and severance payments [where required]) for this contract.

Reports to Position No. – This information is essential for Human Resource Services to know who the supervisor is, and to create organisational charts for the University.  It will also have an effect on who will be able to sign off on leave forms and timesheets etc. in the WebKiosk.

Salary Payment for casual staff – Staff will be paid fortnightly upon the presentation of timesheets. 

Salary Rates – Current salary rates are available from the HRS web site at:
http://www.une.edu.au/hrs/pay.htm  

Table 1: Academic Casual Activity
	ACADEMIC CASUAL ACTIVITY

* denotes hourly rate
	CODE
	NOTES

	Tutorial - Standard Tutorial
	CT01
	One (1) hour of delivery and two (2) hours of associated working time.

	Repeat Tutorial - Repeat Tutorial
	CT02
	One (1) hour of delivery and one (1) hour associated working time.

	Tutorial - Standard Tutorial (PhD Rate)
	CT03
	One (1) hour of delivery and two (2) hours of associated working time.

	Tutorial - Repeat Tutorial (PhD Rate)
	CT04
	One (1) hour of delivery and one (1) hour associated working time.

	Lecture C - Basic Lecture
	CLO1
	One (1) hour of delivery and two (2) hour associated working time.

	Lecture B - Developed Lecture
	CLO2
	One (1) hour of delivery and three (3) hour associated working time.

	Lecture A - Specialised Lecture
	CLO3
	One (1) hour of delivery and four (4) hours associated working time.

	Lecture D  - Repeat Lecture
	CLO4
	One (1) hour of delivery and one (1) hour associated working time.

	Clinical Nurse Educator 
	CNE01
	Little preparation required - One (1) hour of delivery and half hour associated working time.

	Musical Accompanying 
	MA
	One (1) hour of delivery and one (1) hour associated working time.

	* Marker B  - Standard Marking
	CM01
	Assignments and examination papers

	* Marker A  - Supervising Examiner
	CM02
	Marking as a supervising examiner, or marking requiring a significant exercise of academic judgement appropriate to an academic at Level B status.

	* Marker B  - PhD rate
	CM03
	Assignments and examination papers

	* Other required academic activity 
	CA01
	e.g. demonstrations, prac classes, workshops, field excursions etc.

	Other (PhD rate/ Subject Co-ordination)
	CA02
	e.g. demonstrations, prac classes, workshops, field excursions etc.

	* Language Training Casual Instructor Level 1
	LTCC1
	One (1) hour of face-to-face teaching and a three-quarters of an hour ( ¾ ) non-teaching duties

	* Language Training Casual Instructor Level 2
	LTCC2
	Non-teaching duties performed


Shortlisting and Interview Dates – As agreed by the Vice-Chancellor and VCC, this is the date agreed to by members of the Selection Committee, in advance, and notified on the Selection Committee Membership Form (9.06a).  This should alleviate later problems in getting together the Committee meetings. Applications will normally be available for collection from 12 noon on the Wednesday after the position closes.
Source of Funding – This is to indicate whether the position is funded by the University’s normal operating grant, or from research or other funding sources (or a mixture of both).

Start Date, End Date – simply for systems purposes, we use 31/12/2030 as the end date for continuing positions.
Terms and conditions of employment - other terms and conditions will be as set out in either the University’s current Workplace Agreement can be found at http://www.une.edu.au/hrs/handbook/05/5.09.doc or in your Australian Workplace Agreement, if one has been signed.

Timesheets (form 12.40a or 12.40b) must be received in Human Resource Services no later than 5:00pm on the Wednesday of the non-pay week, to ensure payment the following week. School/Unit authorisation will need to have earlier deadlines. Public Holidays will also change these deadlines. To ensure payment on time, timesheets must be signed and authorised by the staff member’s supervisor. 

Travel & Removal – For all recurrent funded positions:  Travel and removal must be allowed for if the position is advertised in other than local papers.  Refer to policy for full guidelines.
Work Visas - Staff who do not have Australian citizenship or permanent residency, must hold a visa which allows them to perform the number of hours over the contract period.
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