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	The University of
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	Human Resources




Application for Approval to Undertake Outside Employment
Before completing this form, please refer to:

· the Human Resources Policy and Procedures Outside Employment Undertaken by USQ Employees 
· USQ’s Contract Management Framework available at http://www.usq.edu.au/legaloffice/cmf/default.htm. 

1.
EMPLOYEE DETAILS

	

	Title:
	     
	First Name/s:
	     
	Last Name:
	     
	

	Employee ID:
	     
	Current Position:
	     
	

	Faculty/Department:
	     
	USQ Level:
	
	

	
	


2.
OUTSIDE EMPLOYMENT CATEGORY

	

	Refer to Human Resources Policy and Procedures Outside Employment Undertaken by USQ Employees
 FORMCHECKBOX 
  University Related/Sponsored Outside Employment and Consultancies (please complete section 3A)

 FORMCHECKBOX 
  Private Outside Employment and Consultancies  (please complete section 3B)

	


3A.
OUTSIDE EMPLOYMENT DETAILS – University Related/Sponsored Outside Employment and Consultancies

	

	Nature of Work

	   Project title:
	     
	

	   Brief description of work to be undertaken:
	     
	

	
	     
	

	
	     
	

	   Client Details (eg name, address, contact number/s):
	     
	

	
	     
	

	
	     
	

	   Project Start and End Dates:
	     
	

	   Other USQ employees involved in the project (eg name, faculty/dept, contribution):
	     
	

	
	     
	

	
	     
	

	Contractual Documentation

	 FORMCHECKBOX 
  I have completed the required formal contractual documentation, including the costing template, and obtained the approval of the relevant delegated authority in accordance with USQ’s agreed Contract Management Framework (please attach documentation)

 FORMCHECKBOX 
  As part of the Contract Management Framework, I have completed a risk assessment identifying the expected risk ratings for financial loss, physical loss, loss of reputation, loss or damage to USQ facilities and breach of legislation.  The overall likelihood of risk is:   FORMCHECKBOX 
 Insignificant   FORMCHECKBOX 
 Minor   FORMCHECKBOX 
 Moderate   FORMCHECKBOX 
 Major   FORMCHECKBOX 
 Catastrophic (please attach documentation)




	University Resources

	 FORMCHECKBOX 
  Please outline what, if any, University resources will be required to undertake this project

	Details (eg include details of intellectual property arrangements):
	     
	

	
	     
	

	Working Hours and Workloads

	 FORMCHECKBOX 
  Work will be undertaken outside normal working hours and in addition to allocated workload

	Details (eg include details of estimated hours required to complete the project):
	     
	

	
	     
	

	 FORMCHECKBOX 
  Work will be undertaken during normal working hours with associated arrangements negotiated (please specify)

	Details (eg include details of estimated hours required to complete the project ; any absences from campus; relief from teaching, administrative and other responsibilities):
	

	
	     
	

	
	     
	

	Financial Arrangements

	 FORMCHECKBOX 
  Project costs, contract prices and fees have been developed in accordance with the University’s Contract Management Framework and Human Resources Policy and Procedures Outside Employment Undertaken by USQ Employees (please attach documentation)

	 FORMCHECKBOX 
  Proceeds to the employee will be paid into a School/Department/Discipline based Professional Development Project

	 FORMCHECKBOX 
  Proceeds to the employee will be paid via direct payment through the University’s payroll forming part of taxable income

	


3B.
OUTSIDE EMPLOYMENT DETAILS – Private Outside Employment and Consultancies

	

	Nature of Work

	   Main activities to be undertaken:
	     
	

	
	     
	

	
	     
	

	   Time and place/s in which main activities will be undertaken (eg start date and end date):
	     
	

	
	     
	

	
	     
	

	   Outcomes and benefits for the University:
	     
	

	
	     
	

	
	     
	

	Insurances

	 FORMCHECKBOX 
  I am covered by adequate, current professional indemnity and public liability insurance.

	University Resources

	 FORMCHECKBOX 
  I am not utilising University resources to undertake this work, OR

	 FORMCHECKBOX 
  I am utilising University resources to undertake this work and have negotiated an appropriate fee (please attach documentation)


	Working Hours and Workloads

	 FORMCHECKBOX 
  Work will be undertaken outside normal working hours and in addition to allocated workload, OR

	 FORMCHECKBOX 
  Work will be undertaken during normal working hours with associated arrangements negotiated

	Details (eg include details of any absences from campus):
	     
	

	
	     
	

	Other

	 FORMCHECKBOX 
  I have notified clients that I am acting in a private capacity and that the University takes no responsibility for the work undertaken (please attach a copy of advice)

	  FORMCHECKBOX 
  I have adequately assessed any risks, and implemented appropriate strategies to manage them, including the likelihood of litigation or liability arising from the work

	


4.
EMPLOYEE SIGNATURE

	

	I request approval to undertaken the outside employment as indicated and seek approval in accordance with Human Resources Policy and Procedures Outside Employment Undertaken by USQ Employees

	Employee Signature:
	
	Date:
	
	

	


5.
RECOMMENDATION AND APPROVAL

	

	Supervisor Comments:
	
	

	
	
	

	
	
	

	Supervisor Signature:
	
	Date:
	
	

	Category 4 Delegate Recommendation (where applicable):
	
	

	
	
	

	
	
	

	Category 4 Delegate Signature:
	
	Date:
	
	

	Category 3 Delegate or above Approval:
	 FORMCHECKBOX 
  Approved

 FORMCHECKBOX 
  Not Approved
	

	
	
	

	
	
	

	Category 3 Delegate or above Signature:
	
	Date:
	
	

	


Please forward completed form to Human Resources.

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.
Date Reviewed: August 2010
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