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	Office of the Pro Vice Chancellor
Division of [Division]
	Educating Professionals • Creating and Applying Knowledge • Engaging the Community



	Memorandum

	To:
	Ms Ruth Blenkiron, Director:  Human Resources 

	From:
	[Name], The formal request should come from the relevant Pro Vice Chancellor / Executive Director

	Cc:
	Cost Centre Manager
Division HR Manager

	Date:
	[Date] 

	Subject:
	Pre-separation contract –  [Name], [School/Unit]



PURPOSE

To seek approval to offer [Name] a pre-separation contract.  State the percentage of the loading proposed (between 5% and 15%), the period of the pre-separation contract (minimum 6 months, maximum 5 years) and the effective commencement date.

BACKGROUND

Provide background information about the staff member, including job title, classification level and current salary. Include a brief description of the responsibilities and accountabilities of the role.

DISCUSSION

Provide a rationale for the pre-separation contract in line with the Pre-separation Guidelines

Consideration should be given to the workforce planning needs (including succession planning) of the local area. Examples where a pre-separation contract may be appropriate: 

· when it has been identified that an area or program has a limited life cycle; 
· where a Division/School/Portfolio/Unit/Research Institute is undergoing or planning managing change; 
· to enable career management and succession planning opportunities. 

The following should also be taken into consideration: 
· how the proposed pre-separation contract is beneficial to the University;
· budgetary considerations;
· in the case of imminent retirement, judgement should be exercised as to whether the contract and loading provide the University with value for money. 
· where possible recreation and long service leave entitlements should be exhausted or at least reduced prior to the completion of the pre-separation contract. Note however, long service leave and/or recreation leave should not be added at the end of the required work commitment, thus extending the term of the pre-separation contract simply for the purpose of taking such leave.



RECOMMENDATION

It is recommended that the Director: Human Resources approve a pre-separation contract for a period of ………(months/years], commencing on ……… A salary loading of …% per annum to be applied to the staff member’s base salary. 








[Name]
Pro Vice Chancellor / Executive Director






Human Resources checklist (the steps are in order of process requirement) and to be used in conjunction with the Pre-separation Contract Guidelines found at the Pre-separation contracts web site


· Discussion at the local area with the staff member who is interested in entering into a pre-separation contract 
· The line manager, together with the HR Manager, development the business case within the Memorandum to the Director of Human Resources and forwarded to the relevant SMG member for consideration
· Local HR  ensures that an appropriate loading is considered which is applicable to the length of the contract offered (in accordance with the Pre-Separation Guidelines)
· The staff member is encouraged to speak with the University’s Superannuation Officer and should also seek independent financial advice
· Local HR develops a draft pre-separation contract 
· The business case (Memorandum) and the draft pre-separation contract are sent to  the Director of Human Resources for final approval (cc to the remuneration team)
· Once approved by Director of Human Resources, the contract is forwarded (by local HR) to the Senior Management Group member for their signatures
· Once it has been signed by the Senior Management Group member it can be issued to the staff member for signature
· Local HR complete the hris002 form, indicating the employee is now under a fixed-term contract with the University(tick Work-Force Planning (fwfp)’ box) – make note of any loading payable in the comments section
· A copy of the memorandum must be attached to the hris002 and forwarded to payroll for processing
· The original of the Memorandum and copies of the contract and the hris002 are to be filed in the staff member’s Human Resources file
· The original of the Pre-Separation Contract is to be provided to the staff member
· Local HR complete the End of Employment (HRIS004) form 1 month prior to the staff member’s retirement date

For support please contact the central Human Resources - HR Services Team or the Remuneration Team
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