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	Employee Movements 
and Allowances 



	
	



	Employee Movements of more than 6 months require a recruitment process requested through the Talent Acquisition system. Higher duties allowance will be appointed at the minimum rate of the classification (i.e. step 1).People and Capability
HRB06 03-19



	SECTION 1: EMPLOYEE DETAILS 

	[bookmark: Text184]Employee number:	     
	First name:	     	
	Surname:	     	

	SECTION 2: PROPOSER AND PURPOSE OF REQUEST 

	☐ Temporary Transfer 
	☐ Direct Appointment
	☐ Higher Duties Allowance       %

	☐ Contract Extension
	☐ Change of hours            ☐ Ongoing change             ☐  Temporary change     

	[bookmark: Check4][bookmark: Check3]☐ Additional Responsibility Allowance              Amount ($/%)          |_|  Fixed amount   |_|  Per annum pro rata
	☐  Market Allowance       % 

	☐ Other        
	

	Proposer’s name:  
	     
	Position title:  
	     

	SECTION 3: APPOINTMENT DETAILS – Required for all  

	Position Title
	        
	Position #
	     

	Classification
	     
	Step 
	     
	Effective date
	     

	Location/Campus 
	     
	End date
	     

	Reporting to
	     
	Fraction
	        Full Time Equivalent (FTE)

		Sector split:          Higher Education           %     VET         %
(Enter full account code - split funding must total 100%. Natural account: 211 for Academics, 231 for Professional Employees)
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	SECTION 4: REASON FOR FIXED-TERM CONTRACT (Temporary Transfer, Contract Extension and Direct Appointments Only)

	☐ Specific task or project
	☐ Replacement employee
	☐ VET Academic
	☐ Studentship

	☐ Research
	☐ Research safety net
	☐ Scholarly Teaching Fellow
	☐ Executive appointment

	☐ Apprenticeship / Trainee
	☐ Professional practice
	☐ Innovation/Re-Organisation
	☐ Pre-retirement contract

	SECTION 5: WORKING HOURS

	Proposed working hours: 
	☐  Full time
	☐  Part time          %    or          hours per week 

	Proposed roster 
(part time staff only)
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Total hours

	Hours per day - Week 1
	
	
	
	
	
	

	Hours per day - Week 2
	
	
	
	
	
	








	SECTION 6: BUSINESS CASE (Justification of why the movement or allowance is required) 

	Background Information: 

	Benefits: 

	Impacts/Risks/Budget details: 

	SECTION 7:  MANAGEMENT ENDORSEMENT / APPROVAL

	1. Supervisor - Approval
	Name:	     

		Signature: 	     
	Date:	     

	2. Management Accountant – Review
	Name:	     

	[bookmark: _Hlk511047407]	Signature:	     
	Date:	     

	☐  Budget available                       ☐  Budget not available                         ☐  Internally Budgeted                             ☐ Externally Funded

	3. Senior Management - Approval (College Manager/Dean/PVC)
	Name:	     

		Signature:	     
	Date:	     

	SECTION 8:  RECRUITMENT REVIEW COMMITTEE (People and Capability will process to the committee) 

	☐ Approved             ☐ Declined
Comments:      
	Date:      
Committee Member’s Name:      
Signature:	     



[bookmark: _GoBack]To be forwarded to People and Capability for processing
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