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Division of Education, Arts and Social Sciences

Academic Staff Request Form

(for positions to be advertised)
	School / Institute
	
	Position Title
	

	Academic Classification Level
	
	Continuing Position
           FORMCHECKBOX 

Fixed-Term
           FORMCHECKBOX 

	Period of contract if fixed-term
	

	Anticipated start date
	
	Anticipated end date
	
	Work Fraction
	

	Requirements of Role
	Teaching and Research      FORMCHECKBOX 

	Research Only      FORMCHECKBOX 


	If different, please explain.
	

	Please provide details and/or attach supporting correspondence of pre-approval from PVC – Div EASS.
	

	Is this a new or existing position in the structure with a formal Position Description?
	New position
        FORMCHECKBOX 
                                     Existing position
     FORMCHECKBOX 

Position Description is current         FORMCHECKBOX 
        Position Description requires review         FORMCHECKBOX 


	If this request is to backfill an existing position please provide the name of the staff member being replaced and the reason for their absence. 
	
	When is this staff member expected to return to the position?
	

	Business Case for Staff Request including workload rationale (listing other staff availability/activity in discipline).
	

	What are the intended teaching duties and workload of the position (as applicable)?
	

	What Research Institute/Centre/Group will this position work with and what are the intended research and research education duties (as applicable)?
How has the relevant research cohort leader and/or Division Dean: Research provided input into the position design and expected outcomes?
	

	How is workload of this position currently covered (if existing position)? Include existing staff names in the discipline and their teaching load?
	

	If a PhD is not an essential criteria, please explain reason? 
	

	Has VC approval been sought if Level E or more than 3 year contract (attach)?
	Yes          FORMCHECKBOX 

No           FORMCHECKBOX 

	Will a market allowance be required?

(Requires Director: HR approval)
	Yes          FORMCHECKBOX 

No           FORMCHECKBOX 


	How will leave accrual be managed, if fixed-term, to ensure leave entitlements will be taken within the contract period.
	

	Additional comments (as relevant).

	

	HR to review and sign:


	
	Superannuation percentage
	9%          FORMCHECKBOX 

17%        FORMCHECKBOX 


	FINANCIAL INFORMATION –To be completed by Division Finance

	Is the position included in the budget for this financial year?
	
	Cost Centre
	
	Item Code
	

	Base salary at classification top step
	$
	Applicable On Costs
	$
	Percentage On Costs
	16.5%      FORMCHECKBOX 

30%          FORMCHECKBOX 


	Recurrent Cost Centre                          FORMCHECKBOX 

Non recurrent Cost Centre                  FORMCHECKBOX 

	Total Cost to Division per annum
	$
	Total Cost to Division for current year
	$

	State the budget (or if available current forecast) end of year balance for the area including the suggested position:
	$
	If appointment extends beyond the current year, what is the end of year budget balance for the next two years according to the MTFP?
	

	
	
	
	

	Additional Finance comments (as required):
	

	Finance to complete and sign:



	RECRUITMENT (To be completed in consultation with Division HR)

	Advertising Requirements:
	Internal (within UniSA)           FORMCHECKBOX 
           External
                                 FORMCHECKBOX 
Both Internal and External     FORMCHECKBOX 
           
	Proposed commencement and close dates for advertising:
	

	Please advise advertising forums including professional networks to be utilised:
Internal advertising  - automatically listed on UniSA website.

External advertising - automatically listed on UniSA website, Seek and UniJobs unless advised otherwise.
Print advertising will not occur unless specifically requested.
(Only composite print ads will be funded in the Australian and Advertiser. Please discuss with Div HR if a different print ad arrangement is required.)
	

	Proposed selection panel membership: 

( PVC: EASS, HoS/Director and Div HR plus additional panel members to include expertise on teaching/research requirements (as applicable), external representation and gender balance (as appropriate))
	

	Proposed Induction Buddy?
	
	Proposed Academic Advisor/Mentor?
	

	Tentative date for shortlisting (by email) to be finalised by?
	
	Tentative date/s for interviews?
	

	Additional recruitment comments (as relevant):



	APPROVAL

	Requested by:      
Name: 

Title: 

Signature: ______________________________

Date:          ______________________________
	Approved by:      
Name:
Title:

Signature: _______________________________

Date:          _______________________________

	Final Position Description approved by Head of School/Director is be included with this Request to Recruit.

	Division Accountant reviewed and signature:
	

	Manager: HR reviewed and signature:
	

	Authorised by Pro Vice Chancellor: Div EASS
Professor Pal Ahluwalia
Signature:             _______________________________________

Date: 

_______________________________________
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