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 (
REQUEST TO ADVERTISE 
- Continuing and Fixed-Term Appointments
)




Instructions

· Use this form to request approval to advertise a continuing or fixed-term position.
· It is the responsibility of the Authorising Officers to ensure the request is in line with University Policy, seeking clarification and advice from the local HR Consultant, where required.  Incorrect or incomplete requests will not be processed and will be returned.
· Once approved it is the responsibility of the Nominated Supervisor to ensure this request, along with all required attachments (including electronic versions), are forwarded to HR Consultant who is responsible for the campus which this position is located, and to keep a copy for your records.
· Upon receipt of an authorised request HR will liaise with the relevant nominated supervisor to facilitate the advertisement of the position. 

1. POSITION DETAILS

1.1 POSITION DETAILS

	POSITION TITLE:
	
	ONLINE REF#COMPLETED BY HR

	FUNCTIONAL UNIT:
	
	ORGANISATIONAL UNIT:
	

	CAMPUS:
	
	WAP CODE: COMPLETED BY HR

	CLASSIFICATION:
	Academic
	General
	Other, please specify:

	CLASSIFICATION LEVEL:
	ACL (A-E), HEW (1-10), OTHER

	COST ACCOUNT:
	Cost Centre 
	
	Project Code
	
	 %
	

	
	Cost Centre
	
	Project Code
	
	 %
	

	WORKING WITH CHILDREN:
	Does this position involve “child-related employment” as defined in the relevant state or territory child protection legislation?
	Yes
	No

	FOR GENERAL STAFF POSITIONS ONLY:
	Has this position been classified? 
	Yes
	No

	
	If YES, please advise the date when the position was classified, or formally updated:
If NO, follow up action will be taken by HR
	   /    /

	CCA COMPLIANCE

	Will this role be required to undertake Competition and Consumer Act training?	
Tick YES, if the role involves sales and marketing, interacting with competitors and customers of the University and making decisions on behalf of the University, such as buying goods or services and making pricing or supply decisions. 
	Yes
	No



1.2 SUPERVISOR DETAILS

	NOMINATED SUPERVISOR:
	

	NOMINATED SUPERVISOR’S POSITION TITLE:
	



1.3 NATURE OF APPOINTMENT

	REASON FOR REQUEST:
	New Position 

HR to follow up for CCA Compliance 
	Vacant Position
Name of staff member being replaced


	EMPLOYMENT TYPE:
	Continuing:  
	Fixed Term:             
(a valid reason must be outlined under the Fixed term reasons) 

	WORK PATTERN:

	Full-time  
	Part-Time                         Hours per fortnight:

	
	Fractional (where work is less than 52 weeks per year)
	Number of Weeks:
	Periods of Work:

	If Part-time or fractional, please indicate the profile of hours of work below:

	Week 1
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	Week 2
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	START DATE:
	
	END DATE:
(for Fixed-term appointments only*)
	






	Fixed Term Reasons:
The ACU Staff Enterprise Agreement 2010-2013 requires a rationale for offering fixed term appointments:   For further clarification or assistance contact your relevant HR Consultant.

Please and provide details for one of the fixed term reasons outlined below: 

      Specific Task or Project (which  may be from identifiable external funding):  details of the specific task or project including an anticipated end date or event signifying the end of the task/project must be outlined 

………………………………………………..…………………………...............................................................................................................................

      Specific Task or Project Contingent Appointment: (where the continuation of the contract is contingent upon the provision of funding or circumstance)  

………………………………………………………………………………………………………………………………………………………………………..
	
      Research (including externally funded)
 …………………..…………………………..…………………………………………………..………………………………………………………………….

      Research Continuing Contingency: (where continuation of the contract is contingent upon the provision of funding)
…………………………………………………..…………………………..…………………………………………………..…………………………………..

      Replacement of a staff member (Name of staff member being replaced): ……………………………………………………… who is; 

a)  On approved leave or secondment                                                         * Replacement of staff member on parental leave
OR: 
Who is performing the duties of;
(b)  (1)  A vacant position currently under recruitment action 
      (2)  A position where the normal occupant  is performing higher duties in a role currently under recruitment action 
 (Normally appointments under (b) will not extend beyond six months)      

     Recent professional practice required: Where a curriculum in professional or vocational education requires work to be undertaken by a person with recent commercial experience. This appointment must not exceed two (2) years in total.

     Pre-retirement contract (up to five (5) years total): (Name of staff member):___________________________________

     Subsidiary to studentship: Work performed by a student that is within the student’s academic unit or research unit, that relates to a degree course being undertaken.

     New Organisational Unit: A contract of up to two (2) years may be offered from the establishment of the Unit. A further twelve (12) month contract may also be offered.

     Disbanded Organisational Unit: Where the University has decided to discontinue the work unit within three (3) years, fixed-term contracts may be offered up to the three (3) years.




2. ADVERTISEMENT DETAILS

A draft advertisement for the position must be attached and emailed to HR
	CANDIDATE SOURCING:
	Do you wish to limit this opportunity only to people that have work rights in Australia?
	Yes
	No

	
	If no, you will need to sponsor an overseas applicant without work rights at the expense of your organisational unit, normally only for Academic and Senior appointments.

	PLACEMENT OF ADVERTISEMENT:


	      External Advertisement        Internal Advertisement Only **         Internal Expressions of Interest Only **
** NB: Details and justification for this approach must be outlined in section 3 of this form.

	
	MEDIA
PLACEMENT:
	DATE OF 
PLACEMENT:
	SECTION:

	What is your anticipated recruitment timeframe?
· CLOSING DATE: (normally 2 weeks from the date of advertising, 5 weeks if internationally advertised) ___________________
· SHORTLISTING DATE: (normally 5 working days after close of applications) ___________________	
· INTERVIEW DATE/S: (normally 5 working days after shortlisting report is submitted to HR)_____________________





2.1 SELECTION COMMITTEE DETAILS
Please ensure the persons listed below have agreed to participate in the selection process for this position and that they have been advised of the shortlisting and interview dates to ensure prompt appointment to the position. 

The Chair of the Selection Committee must have completed Role of the Chair training. 
	TITLE:
	FIRST NAME:
	SURNAME:
	POSITION TITLE:
	GENDER:
	ROLE OF CHAIR TRAINING COMPLETED:

	
	
	
		CHAIR
	F / M
	Yes
	No

	
	
	
	
	F / M
	Yes
	No

	
	
	
	
	F / M
	Yes
	No

	
	
	
	
	F / M
	Yes
	No

	
	
	
	
	F / M
	Yes
	No


NB: Please attach contact and postal details of any external members.

3. ADDITIONAL INFORMATION AND SUPPORTING JUSTIFICATION

Please detail here the nature and justification of any request which seeks an outcome outside or addition to the normal application of policy or appointment process.  For example, request for salary loading,  or a waiver to a normal policy requirement (e.g.  waiver or reduce probation period), etc.
NB: A higher level of approval is normally required in these circumstances.  Please refer to the Staffing Delegations for details of the authorised officer who is able to approve these arrangements.

	




Attach a statement if necessary

	APPROVAL OF SPECIAL ARRANGEMENTS:
	
Signature
	
Print name 
	
DATE:
	     /       /



4. AUTHORISATION

See Register of Staffing Delegations for details of the authorised officers to approve these arrangements.
	REQUESTED:

	
Signature
	
Print  name
	
DATE:
	     /       /

	ENDORSED:
	
Signature
	
Print name 
	
DATE:
	     /       /

	APPROVED:
	
Signature
	
Print name 
	
DATE:
	     /       /



5. ATTACHMENTS CHECKLIST

	REQUESTS TO ADVERTISE:

	Position Description in Word version

	Advertisement in Word version



*Electronic copies of these documents should be emailed to the HR Consultant responsible for the campus on which this position is located.

	HUMAN RESOURCES USE ONLY

	CHECKED BY HR CONSULTANT:
	
Signature
	DATE:
	     /       /

	NOTES
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