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	The University of

Southern Queensland


	Human Resources

Enquiries: (07) 4631 2664




	Request to Undertake Additional Work


	GUIDELINES

	1. This form is to be used in conjunction with Human Resources Policy and Procedure Casual Appointments and Concurrent Appointments.
2. The employee must complete the form, discuss arrangements with their supervisor and obtain approval from the relevant Delegate relevant to their substantive faculty or section prior to the commencing the additional work.


	SECTION 1  EMPLOYEE DETAILS 


	Employee Name:
	     
	Employee ID:
	     
	

	Faculty/Department:
	     
	Substantive Position:
	     
	

	


	SECTION 2  ADDITIONAL WORK TO BE UNDERTAKEN

	Type of work to be undertaken:
	     
	(eg casual marking)
	

	

	

	Faculty/Department:
	     
	
	

	

	Period work to be undertaken:
	From:
	     
	To:
	     
	

	
	Hours per day:
	     
	Days per week:
	     
	

	
	Total Hours:
	     
	
	

	 FORMCHECKBOX 
 Additional work to be performed outside normal working hours
	

	OR
	

	 FORMCHECKBOX 
 A temporary reduction in appointment fraction is requested 
	

	

	Normal working hours
	     
	hours per fortnight
	

	

	Resource implications for substantive faculty/department:
	     
	

	

	Employee Signature:
	
	Date:
	
	

	


	SECTION 3  APPROVALS

	Supervisor Recommendation:  _________________________________________________________

____________________________________________________________________________________

Supervisor:  _________________________________          ___________________




   (Signature)



           (Date)

APPROVED BY:

Category 4 Delegate or above:   _________________________________          ___________________






          (Signature)




(Date)




USQ collects personal information to assist the University in providing tertiary education and related ancillary services and to be able to contact you regarding enrolment, assessment, employment or associated USQ services.  Personal information will not be disclosed to third parties without your consent unless required by law.
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