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Acting Appointment
Senior and Executive Staff
Associate Head, Associate Dean or Sub-Dean acting appointments - complete the Academic Institutional Leadership Positions form.
This form is to be used for acting senior or executive staff appointments.  Please refer to the Acting Senior and Executive Staff Appointment Conditions. 
NOTE: If a What's New message is required, this needs to be actioned by the School or Section.
The appointment must not commence until approval is given. 
Do not send to the employee for acceptance prior to this.
Employee who will be acting
Acting appointment details
 Will the employee undertake these duties concurrently with their substantive role?
Authorisation
Recommendation:
Supervisor
For Acting Deputy Dean or Head of School or appointments in a Division/Centre/Office
Band 7
Band 8
For appointments with a duration of three (3) months or more (excluding Acting Deputy Dean or Head of School), Acting Deputy Vice-Chancellor (Academic), Deputy Vice-Chancellor (Research) or Chief Operating Officer
Vice-Chancellor
Select the relevant action:
For Acting University Secretary
Chancellor
For Senior Leaders (SNR05-04 - excluding Deputy Dean or Head of School) and Executive Leaders (SNR03-01)
Approval:
If for more than 3 months, additional approval is required
After approval is received, if duration of the appointment or extension period is:
  - less than or equal to six    months, forward to    employee for acceptance
  - greater than six months,    refer to your Business    Partner
Conditions
In accepting this appointment, I acknowledge that:
 
   • at the conclusion of this period I will return to my substantive position;
 
   • I will return to my substantive position at an earlier date where:
      - a person is appointed by the University to the vacant position
      - the substantive incumbent returns to work on a date earlier than the expected end of the authorised leave of absence;
 
   • I have read and understood the Acting Senior and Executive Staff Appointment Conditions;
 
   • superannuation contributions will be paid equivalent to the superannuation guarantee rate for the difference between     my substantive salary and the salary attached to this appointment;
 
   • in all other respects, I will retain my existing terms and conditions of employment.
Employee
If duration of appointment or extension period is greater than or equal to six months, refer to the Business Partners
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Employee Services
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