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	Temporary Appointment/Secondment Request Form


	



Temporary Appointment - Positions of 6 months or less where the standard merit selection processes is not followed, and can only be used to cover particular circumstances as outlined in the relevant industrial agreements.

Secondment - Positions of a temporary nature of up to 12 months for internal applicants only, where at the end of the secondment period the employee returns to their substantive position.

	IMPORTANT:  After this form has been approved by the ‘Delegated Officer’ and Finance, please forward the authorised form together with the resume of the preferred appointee, classified position description and, in the case of a Temporary Appointment, two referee checks and proof of the Right to Work to Human Resources at least five working days prior to the proposed commencement of the appointment.

	POSITION DETAILS

	Position Title:      

	School/Directorate/VCO:      
	Campus:      

	Delegated Supervisor:      

	Type of Appointment: 
	 FORMCHECKBOX 
 Temporary Appointment 
	or
	 FORMCHECKBOX 
 Secondment

	This Position is a: 
	 FORMCHECKBOX 
 Vacant existing position 
	or
	 FORMCHECKBOX 
 New Position

	If replacing a leave/secondment employee, please provide details of the staff member taking leave/secondment

	Name:      
	

	Leave Type:      
	Leave Period:  From         
To        

	DETAILS OF THE PREFERRED APPOINTEE

	Name:      
	Classification Level:      

	Current or Previous UB Employee:
 FORMCHECKBOX 
 YES
  FORMCHECKBOX 
 NO
	Salary: $     

	Please note:  TAFE Teacher and Academic classification levels are dependent on the level of qualifications and/or type of duties required.  It is the responsibility of the School/Directorate to provide a certified copy of the qualifications of any new employee to Human Resources.  

For TAFE Teachers and Senior Educators please complete and attach a Teacher/Assessor Profile which can be found at: http://policy.ballarat.edu.au/forms/Teacher-Assessor-Profile.doc  

	Appointment Period:
	From:      
	To:      

	
	 FORMCHECKBOX 
 Full-Time
	 FORMCHECKBOX 
 Part-Time

	
	Time fraction/Hours per week:      
	Length in months:      

	Determining the Right to Work

	Does the above named appointee have the right to work in Australia?
	 FORMCHECKBOX 
 Yes 
	 FORMCHECKBOX 
 No

	Please attach a signed ‘as sighted’ copy of the appointee’s proof of the right to work in Australia, in the form of at least one of the following:

	· a full Australian birth certificate; or
	· an Australian citizenship certificate; or
	· an Australian passport; or

	· a certificate of evidence of citizenship; or
	· a valid visa with work rights.
	

	If applicable:  I verify that I have sighted the original
Working with Children Check Card.

Please attach a copy certified by the Chairperson of the selection 
panel and forward another copy to your Head of School/Director.





Signed
Date

	Please list the pool of applicants you considered for the position:

	·      
	·      

	·      
	·      

	·      
	·      


	Please provide a written account which demonstrates how the knowledge, skills and abilities of the preferred person match those needed to fulfil the requirements of the position and how they exceeded the others in the pool.

	     

	     

	     

	     

	Appointee already employed by the University

	Position Title:      

	School/Directorate/VCO:      
	Time Fraction:      


	Will the appointee stop performing their existing role to undertake this new appointment?
	 FORMCHECKBOX 
 Yes  
	 FORMCHECKBOX 
 No

	IF APPLICABLE:  As the Head of School/Director from which this appointee is being seconded, I approve this secondment:

	Signature:
	Date:


	PLEASE TICK ONE REASON WHY THE APPOINTMENT IS FIXED-TERM

	TAFE Teaching appointments (for further information, please refer to clause 12.2 of the MBA)

	 FORMCHECKBOX 
 Replacement of staff on leave.
	 FORMCHECKBOX 
 New or Short-Term program.
	 FORMCHECKBOX 
 Funding cannot be regarded as ongoing.

	 FORMCHECKBOX 
 Program has reducing enrolments.
	 FORMCHECKBOX 
 Employee with current Industry Experience Required for limited term.

	General and Academic appointments (for further information, please refer to clause 9.3 of the UCA)

	 FORMCHECKBOX 
 Specific task or project.
	 FORMCHECKBOX 
 Research.
	 FORMCHECKBOX 
 Recent professional practice required.

	 FORMCHECKBOX 
 Replacement employee.
	 FORMCHECKBOX 
 Senior appointments.
	 FORMCHECKBOX 
 Early career development fellowships.

	 FORMCHECKBOX 
 Apprenticeship or Traineeship.
	 FORMCHECKBOX 
 New organisational area.
	 FORMCHECKBOX 
 Disestablished organisational area.

	 FORMCHECKBOX 
 Fixed-term contract employment subsidiary to studentship.

	APPROVALS

	Authorisation of Head of School/Director:
     
	

	
	Name
	
	Signature
	
	Date
	

	Approval of relevant Delegated Officer:
(Refer to “Delegations as authorised by Council tables”)
     
	

	
	Name
	
	Signature
	
	Date
	

	Funding Details:

	Funding for position:
	 FORMCHECKBOX 
 Recurrent Funds 
	 FORMCHECKBOX 
 Non-Recurrent Funds 

	Cost Centre:
	 
	 
	 
	 
	-
	 
	 
	 
	 
	 
	 
	

	

	FINANCE USE ONLY

	Finance Approved:   YES  /  NO  (Circle)
Funding Source: TAFE  /  Higher Ed  (Circle)
	

	
	

	
	Signature
	
	Date
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