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Business Case to Recruit a Position



	NOTES

	It is important for Delegates to be aware of their responsibility to have a staffing profile that is matched to the strategic needs of their area.  It is also important for Delegates to contain staffing costs, therefore, every new position at USQ must be carefully considered, and justification provided to clearly demonstrate there is a critical and immediate need for the particular position.
This form is to be completed by the relevant Delegate and attached to the Request to Advertise Form to be considered before approval to recruit new employees is provided by senior management at USQ.



	POSITION DETAILS 				

	1.  Does this position replace an existing USQ position?
	[bookmark: Check1]|_|  Yes (go to 1A)
	[bookmark: Check2]|_|  No (go straight to 2)
	

	     1A.  If YES, please indicate existing position details:
	
	
	

	     Position Number:
	[bookmark: Text1]     
	Position Title:
	[bookmark: Text2]     
	

	    Classification Level*:
	[bookmark: Text3]     
	Previous Incumbent:
	[bookmark: Text4]     
	Termination Date:
	[bookmark: Text5]     
	

	    * Consideration needs to be given to replacing employees at one classification level lower than the departing employee where     	possible and appropriate.  This may be appropriate in the following situations:
	

	     (a)	For academic employees – has the departing employee received a personal promotion and is the substantive position is at a lower classification level?
If YES, is work available within the Faculty at that lower level?
	[bookmark: Check3][bookmark: Check4]|_| Yes      |_| No

|_| Yes      |_| No
	

	     (b)	For professional employees – has the position undergone a successful reclassification upwards in the previous two years?
If YES, will the new employee be expected to perform the work at the higher level?
	|_| Yes      |_| No

|_| Yes      |_| No
	

	    (c)	For all employees – has the Faculty/Department intentionally revised the duties and responsibilities of the role and reviewed the classification level?
	|_| Yes      |_| No
	

	    If the above situations are not applicable, please provide reasons for recruiting at the same level:
	

	
	[bookmark: Text6]     
	

	
	[bookmark: Text7]     
	

	
	[bookmark: Text8]     
	

	 2.  Please provide reasons justifying the need for this position: (please attach additional information if space is not sufficient)

	
	[bookmark: Text9]     
	

	
	[bookmark: Text10]     
	

	
	[bookmark: Text11]     
	

	3.  Is this position funded from the existing continuing staffing budget?
	|_|  Yes 
	|_|  No 
	

	If NO, the funding source for this position is:
	[bookmark: Text12]     
	

	4.  Could these duties be performed on a fractional basis?
	|_|  Yes 
	Fraction:
	[bookmark: Text19]     
	|_|  No 
	

	If NO, please indicate reasons why this is a full-time position which cannot be performed on a fractional basis:
	

	
	[bookmark: Text13]     
	

	
	[bookmark: Text14]     
	

	5.  What would be the impact on the Section/University if appointment is not made at this time? 
	
	

	
	[bookmark: Text17]     
	

	
	[bookmark: Text18]     
	

	
	     
	

	
	     
	

	
	
	



	To be forwarded to Janelle Martin (Janelle.martin@usq.edu.au) no later than 5pm pay day Wednesdays
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