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	Change in Appointment


	SECTION 1 TYPE OF CHANGE IN APPOINTMENT

	This form is for appointment changes as outlined in Human Resources Policy Appointment by Internal Transfer or Secondment and Acting Appointments

	 FORMCHECKBOX 
   Higher Duties
	 FORMCHECKBOX 
   Secondment
	 FORMCHECKBOX 
  Permanent Transfer

	 FORMCHECKBOX 
  Permanent Variation of hours
	 FORMCHECKBOX 
   Temporary Variation of hours
	 FORMCHECKBOX 
   Extension to current change in appointment

	


	SECTION 2  EMPLOYEE & CURRENT POSITION DETAILS 


	Employee Name:
	     
	Employee ID:
	     
	

	Employee’s Current Class, Level and Step:
	     
	Current hours worked F/N 
	     
	

	


	SECTION 3  NEW APPOINTMENT DETAILS 

	Start Date:
	     
	End Date:
	     
	Faculty/Section: 
	     
	
	

	
	
	
	

	 FORMCHECKBOX 
  Existing Position
	 FORMCHECKBOX 
  New Position
	
	 FORMCHECKBOX 
  Position Description attached
	

	
	
	
	
	

	Position No: 
	     
	
	If Academic:
	

	Position Title: 
	     
	
	 FORMCHECKBOX 
  Teaching & Research
	

	Supervisor: 
	     
	
	 FORMCHECKBOX 
  Teaching & Scholarship Only
	

	
	
	
	 FORMCHECKBOX 
  Research Only
	

	Classification:
	USQ Level      
	Salary:     per fortnight
	
	

	Employment Category:
	
	
	

	 FORMCHECKBOX 
Full-Time   
	 FORMCHECKBOX 
 Fractional hours to be worked per week:      
	Work Schedule (hours per day):

	
	
	Day

Mon

Tue

Wed

Thur

Fri

Sat

Sun

Wk 1

     
     
     
     
     
     
     
Wk 2

     
     
     
     
     
     
     


	
	
	

	Charge to :
	     
	     
	     
	
	

	
	Dept ID
	Prog
	Project
	
	
	


	SECTION 4  REASON FOR CHANGE IN APPOINTMENT 

	
	     
	

	
	     
	

	
	     
	

	
	
	


	SECTION 5  APPROVAL

	Delegate’s Name: __________________________  
Signature: __________________________  
Date    ___/___/___


	This form will be accepted electronically if attached to an email to your Client Service Team from the approving delegate. 
· For appointments of six months or less, by approving this appointment, the category delegate acknowledges that a copy of this form has been provided to the employee and the employee has accepted the change to their appointment.

· For appointments of greater than six months, HR will generate a change in appointment letter for the employee to formally accept.




	SECTION 8  HUMAN RESOURCES CHECKLIST

	 FORMCHECKBOX 
  Necessary documentation received (including email from approving Category Delegate) and appointment actioned

	Entered:  
	
	 Checked:  


	


	Appointment Change
	Definition
	Conditions

	Higher Duty Appointment


	· Appointment to temporarily perform duties at a higher level within the same Faculty/Section unless advertised internally as a secondment.

	· More than nine sequential working days for general employees
· More than 20 sequential working days for academic employees


	Secondment
	· Appointment for a specified period in the same or different Faculty/Section and at the same, higher or lower classification level.
 
	· When an employee is seconded (or extended) to another department, the appointing department negotiates the secondment period with the releasing department.
· At the conclusion of the secondment, employee to return to their substantive classification level within their releasing Faculty/Section.
· Secondments of more than six months must be preceded by internal advertisement and formal selection procedures.  “Request to Advertise” form is to be used in such cases.


	Variation of Hours
	· Change in current appointment by varying the number of hours worked 

	· Appointment may vary from full time to fractional  or from fractional to full time.
· Appointment may be on a continuing basis or for a specified term.


	Permanent Transfer
	· Appointment on a continuing basis at the same or different classification level, in the same or different Faculty/Section and in the same or different employment mode (eg. full-time, fractional). 

	· Employee must have been successful in gaining a position at the University through a advertised competitive selection process
· Appointing Faculty/Section to provide written justification citing genuine reasons for the transfer.



A Position Description must accompany this form for all new positions and for permanent transfers.  For other appointments, the supervisor is to provide a position description or duty statement to the employee.
Approving delegates can be found at http://policy.usq.edu.au/portal/custom/detail/hr-delegations/index.html
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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