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	Recruitment Request Form and Approval 





	Position Details 

	Position Title:      

	School/Directorate/VCO:      
	Campus:      

	Details of Current/Most Recent Incumbent

	Name:      

	Form of Employment: 
	· Casual 
	· Sessional 
	· Temporary Appointment

	
	· Fixed-term 
	· Continuing 
	


	Details of Position to be Advertised 

	Position is: 
	· Continuing 
	· Fixed-term 
	From       /         /                
	To        /         / 

	
	· Full-time 
	· Part-time
	Fraction/Hrs per week: 

	This Position is:
	· Vacant existing position
	· New Position 

	Classification (if known):                      NB: All positions require classification by HR before advertising.


	Fixed-term appointments please tick one reason why appointment is fixed-term


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

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

	· Program has reducing enrolments.
	· 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)

	· Specific task or project.
	· Research.
	· Replacement employee.

	· Recent professional practice required.
	· Senior appointments.
	· Early Career Development Fellowships.

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

	· Fixed-term contract employment subsidiary to studentship.


	Advertising Details 

	To be advertised: 
	· Internally 
	· Externally 
	· Both 

	Chosen Publication(s):
	· The Age 

Date:        /        /    
	· The Australian 


Date:        /        /    
	· Ballarat Courier 

Date:       /        /   

	 
	· Ararat Advertiser


Date:       /       /     
	· Geelong Advertiser


Date:       /        /
	·  Stawell Time News 


Date:       /        /

	
	· Wimmera Mail Times 


Date:       /        /           
	· Seek


Date:       /        /  
	· Other (please specify)




 


Date:      /        /


	HUMAN RESOURCES Use Only:

	Recruitment Code: 
	Position Number:


	Selection Panel Details

	Policy States:  

· Merit Selection Panel members should be trained and on the School/Directorate/VCO register.
· All Merit Selection Panel members must be included in the development of the selection criteria and short-listing.

	Panel Members 
	Position Title 
	Phone Number

	(Chair)


	
	

	
	
	

	
	
	

	
	
	

	
	
	


	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 
	Cost Centre:
	

	
	· Recurrent Funds 
	· Non-Recurrent Funds 

	Funding for Expenses/Recruitment costs
	Cost Centre:   

	FINANCE Use Only
	
	

	Funding Approved  


	Finance Approved 

YES     /    NO
(circle)
	Funding Source:

TAFE  /  Higher Ed

(circle)
	Signed: 

Date:        /         /


	Further Details 

	Please note: 

· After receiving Management Accounting and Budget approval, this form together with the Position Description and Draft Advertisement (in both electronic and hard copy) is required to reach Human Resources five working day’s prior to the advertising deadline (for Journal advertising allow more time).
· The School/Directorate/VCO acknowledges that all costs associated with advertising, printing, postage, transport, accommodation and interview expenses will be incurred by the initiating cost centre.


Warning – Uncontrolled when printed!  The current version of this document is kept on the UB website.
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