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Memorandum

To:
<EXECUTIVE STAFF MEMBER>
From:

<HEAD OF SCHOOL/ HEAD OF ORGANISATIONAL UNIT>
Date:



Subject:
Request to restrict advertising of <POSITION TITLE> to within ACU 
The <SCHOOL/ORGANISTIONAL UNIT> has submitted a Request to Appoint form to advertise the role of <POSITION TITLE>.
In line with the Recruitment & Selection Policy, Clause 2.6, I seek your approval to restrict advertising of this position to within the University only. I make this request for the following reasons:

<RATIONALE>

If you are agreeable to this request, please approve below. I am happy to discuss this further with you.

In line with staffing delegations, this request will also need to be approved by <EPG MEMBER>.
Kind Regards,

<Head of School/Nominated Supervisor Name; Title>

I approve the recommendation above to restrict advertising of the <POSITION TITLE> to within the University

__________________________________


____________________

<EXECUTIVE STAFF MEMBER>

(SIGNED)






(DATE)

__________________________________


____________________

<EXECUTIVE PLANNING GROUP MEMBER>

(SIGNED)






(DATE)

*Please note, in line with the Recruitment & Selection Policy, the Executive Planning Group member (for positions in her/his line of management authority) may approve restricting advertising to within the University for positions at or below Lecturer Level B for academic staff and positions at or below HEW Level 7 for general staff. For classifications above these levels the Vice-Chancellor only may approve restricting advertising to within the University. (Recruitment & Selection Policy, Clause 2.6)













