Conversions	
This template is used for any conversion of employment from fixed term/CCF/casual to an ongoing position.
Summary
Seeking to convert [current employment name and Uni ID] in the [current employment type] position of [Position Title], [Classification] to a [continuing / CCF] position in line with the ANU EA clause [xx] effective from [specify conversion date]
Reference to conversion clauses can be found on page 13 Conversion of fixed term employment or page 9 Conversion of continuing (contingent funded employment) of the Enterprise Agreement.
Position Justification
In 2-3 sentences specify the main purpose of the position and why the role is needing to be converted.  Support this statement by confirming that it meets the relevant EA clause and requirements of this clause.
Individual Justification 
Confirm the employee has been selected via a merit-based process, providing the job card number and confirmation they are not currently under a performance improvement plan. 
The People & Culture team can assist you with finding the relevant job card number and provide supporting documentation such as the selection committee report.
If not selected via a merit-based process, this will require Chief People Officer approval. Please ensure that the correct approval workflow is selected on the job card.
Budget
This role will be funded under [specify GLC] at 100% at [insert current FTE]. This appointment is currently paid at the [classification and step] which annually will cost [base rate plus 30.7%] (including oncosts).  
If applicable, also specify loadings including the type of loading and annual rate and current end date.
A link to the current salary schedules can be found here.


Extension of fixed term employment
This template is used for any extension of a fixed term contract related to the same project, research or replacement employee
Summary
Seeking to extend [current employment name and Uni ID] in the fixed term position of [Position Title], [Classification] until [specify new end date].  
Note that if the extension of employment is under a different project, fixed term clause or charge code, a new fixed term offer of employment is more appropriate with the template for ‘New Position’ being used.
Position Justification
In 2-3 sentences specify the main purpose of the position and why the role is needing to be extended.  Support this statement by confirming that it meets the relevant EA clause, employment scheme (if applicable) and requirements of this clause (refer to pages 11,12,13 – Employment Schemes & Options at the Expiry of Fixed Term Employment)
Individual Justification 
Confirm the employee has been selected via a merit-based process, providing the job card number and confirmation they are not currently under a performance improvement plan. 
The People & Culture team can assist you with finding the relevant job card number and provide supporting documentation such as the selection committee report.
If not selected via a merit-based process, this will require Chief People Officer approval. Please ensure that the correct approval workflow is selected on the job card.
Budget
This role will be funded under [specify GLC] at 100% at [insert current FTE]]. This appointment is currently paid at the [classification and step] which annually will cost [base rate plus 30.7%] (including oncosts).  
If applicable, also specify loadings including the type of loading and annual rate and current end date.
A link to the current salary schedules can be found here.


Variation of continuing (contingent funded) employment (CCF)
This justification is used for any variation to the expected end date of a CCF contract or a change in project associated with a GLC change. CCF variations are 100% externally funded.
Summary
Seeking to update [current employment name and Uni ID] in the CCF position of [Position Title], [Classification] until [specify new expected end date].   
Please include one of the below statements: 
This date aligns with the current project end date on ARIES OR 
This date differs from the current ARIES end date of [specify date] and [insert a sentence to explain why the requested end date differs].  
Position Justification
In 2-3 sentences specify the main purpose of the position and why the role is needing to have its expected end date amended.  Support this statement by confirming that it meets the relevant EA clauses and requirements of continuing (contingent funded) employment (refer to pages 8,9,10 – Continuing (contingent funded) employment 
Individual Justification 
Confirm the employee has been selected via a merit-based process, providing the job card number and confirmation they are not currently under a performance improvement plan. 
The People & Culture team can assist you with finding the relevant job card number and provide supporting documentation such as the selection committee report.
If not selected via a merit-based process, this will require Chief People Officer approval. Please ensure that the correct approval workflow is selected on the job card.
Budget
This role will be funded under [specify GLC] at 100% at [insert current FTE]. This appointment is currently paid at the [classification and step] which annually will cost [base rate plus 30.7%] (including oncosts).  
If applicable, also specify loadings including the type of loading and annual rate and current end date.
A link to the current salary schedules can be found here.


New Positions
This justification is used for all new positions being recruited for internally and/or externally, and all direct appointments to new positions.
Summary
Seeking to [internally advertise or externally advertise] the [continuing, fixed term or continuing (contingent funded)] position of [Position Title], [Level].
OR
Seeking to directly appoint [current employment name and Uni ID] to the position of [Position Title], [Classification].  The candidate has been identified by [insert relevant information – e.g. a merit list, named on a research grant, an internal expression of interest].
If not being appointed directly from a merit list, explain the reasons why this appointment can only be without advertisement and not advertised.
Position Justification
In 2-3 sentences describe why this new role (position number not filled previously) is needed and how it sits in the overall organisational structure, including if any roles will report to the position. 
If this is a fixed term role, please ensure you specify what fixed term employment scheme this role would fall under and the reasons why in line with the description in the EA.
If this role relates to an area that has been through an implementation plan in 2025/2026, explain how this new position is in line with the relevant areas plan.
Individual Justification (if applicable)
If a direct appointment, confirm if the incumbent was selected into this role via a merit-based process and specify the job number, position title, how they were ranked and if referees confirmed the appointment (attach these to the job card). [Provide a summary of skills and experience that they bring to the role]
The People & Culture team can assist you with finding the relevant job card number and provide supporting documentation such as the selection committee report.
If not selected via a merit-based process, this will require Chief People Officer approval and an explanation as to why this appointment can only be without advertisement and not advertised.
Budget
This role will be funded under [specify GLC] at 100% at [insert current FTE – full time is 1.0FTE]. This appointment is currently paid at the [classification and step] which annually will cost [base rate plus 30.7%] (including oncosts).  
If applicable, also specify loadings including the type of loading and annual rate and current end date.
A link to the current salary schedules can be found here.
Impact/Alternatives
Explain the impact or alternatives to this request on the assumption it was not to be approved.





Replacement Positions (when a role is permanently vacated)
This justification is used for all replacement positions when the current incumbent has moved out of the position permanently (for example, resignation or a permanent transfer)
Summary
If advertising:  Following the [specify why the position is now vacant: resignation / permanent transfer] of [insert employee name and Uni ID] seeking to [internally advertise/externally advertise/directly appoint (insert UID and employee name] to fill the vacancy of [Position Title], [Level]. 
OR
If a direct appointment: Seeking to directly appoint [current employment name and Uni ID] to the position of [Position Title], [Classification].  The candidate has been identified by [insert relevant information – e.g. a merit list, named on a research grant, an internal expression of interest].
If not being appointed directly from a merit list, explain the reasons why this appointment can only be without advertisement and not advertised.
Position Justification
In 2-3 sentences describe why this role needs to be replaced rather than left vacant.  Explain how this position was assessed against organisational needs and current structure to determine why it is needing to be held rather than disestablished. 
If this is a fixed term role, please ensure you specify what fixed term employment scheme this role would fall under, and the reasons why in line with section 13 (page 10-12) of the current Enterprise Agreement.
If this role relates to an area that has been through an implementation plan in 2025/2026, explain how this new position is in line with the relevant areas plan.
Individual Justification (if applicable)
If a direct appointment, confirm if the incumbent was selected into this role via a merit-based process and specify the job number, position title, how they were ranked and if referees confirmed the appointment (attach these to the job card). [Provide a summary of skills and experience that they bring to the role]
The People & Culture team can assist you with finding the relevant job card number and provide supporting documentation such as the selection committee report.
If not selected via a merit-based process, this will require Chief People Officer approval and an explanation as to why this appointment can only be without advertisement and not advertised.
Budget
This role will be funded under [specify GLC] at 100% at [insert current FTE – full time is 1.0FTE]. This appointment is currently paid at the [classification and step] which annually will cost [base rate plus 30.7%] (including oncosts).  
If applicable, also specify loadings including the type of loading and annual rate and current end date.
A link to the current salary schedules can be found here.



Temporary Transfer / Leave Coverage (when a role is temporarily vacated)
This justification is used for positions when the current incumbent has moved out of the position temporarily (for example, temporary transfer or leave coverage)
Summary
Following [specify why the position is now vacant: temporary transfer of another staff member / leave coverage], seeking to [internally advertise/externally advertise/directly appoint (insert UID and employee name] to fill the vacancy of [Position Title], [Level] from the period of [specify start date, noting that transfers cannot be backdated without CPO approval] to [specify end date – in line with substantive incumbents return to work date].
If this position is needing to be filled for less than three months, please discuss with your HR business partner to see if a higher duties allowance is more appropriate.
Position Justification
In 2-3 sentences describe why this role needs to be temporarily filled rather than left vacant.  Explain how this transfer was assessed against organisational needs to determine why it is needing to be temporarily filled rather than left vacant. 
Individual Justification (if applicable)
If this is a direct appointment, confirm if the incumbent was selected via a merit-based process. If so, confirm the job number, position title, ranking and if referees confirmed the appointment. Attach SCR and Referee Reports to the job card.
The People & Culture team can assist you with finding the relevant job card number and provide supporting documentation such as the selection committee report.
Chief People Officer approval is needed If the temporary transfer is for a total period over 12 months without advertisement, OR if the temporary transfer is extended at any stage (even if the length of transfer is 12 months or under).
Attach the CPO approval to the job card if this is applicable. 
Budget
This role will be funded under [specify GLC] at 100% at [insert current]. This appointment is currently paid at the [classification and step] which annually will cost [base rate plus 30.7%] (including oncosts).  
A link to the current salary schedules can be found here.




Casual Positions
This template is used for all casual appointments.  
Summary
Seeking to appoint [current employee name and Uni ID OR if not a current employee, their full name and email address] to fill the casual position of [Position Title], [Level], [Step].  
Position Justification
In 2-3 sentences provide an explanation of what the position will be used for and confirm that work is genuinely temporary, irregular or intermittent in nature.
There is no firm advanced commitment to provide work, no anticipated regular pattern of hours, and the casual staff member can decline shifts.  This casual appointment aligns with EA casual sub clauses of [specify specific clauses from 14.4 of the Enterprise Agreement – page 14].  
Individual Justification
Confirm how the nominated incumbent was selected for this role and explain why they are best suited for the position.  Their current CV is attached to the job card [Please provide an up-to-date copy of their CV to the Recruitment team with this justification]
Budget
This role will be funded under [specify GLC] at 100% at [insert current FTE – full time is 1.0FTE].

