
This process applies to all advertising and continuing, fixed-term and casual appointments and reappointments
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Appt Form (for Casuals) or Taleo 
Requisition is completed with 

supporting documentation 
attached

Requisition meets 
Dept/Area 

requirements
Yes Approve

Approval flow:  
1. HOD (research funded) OR FGM (operating funded) AND
2. Faculty HR Manager AND
3. Executive Dean for all operating funded appointments AND all project funded longer than 12 months
(note: HOD or area manager will be hiring manager for all operating funded hiring

Complete Approval Flow 

Decline approval & 
provide reason

YesRequisition meets HR 
RequirementsNo

Operating Funded or 
more than 12 months

Yes

Decline Approval & 
provide reason No

HR requirements include: 
- Selection committee correctly consituted;
- Position title consistent with HR policy; 
- Recruitment strategy is appropriate;
- Appointment type is appropriate.

Requirements include: 
- Cost is within available funding
- Selection criteria is appropriate to level
- Recruitment is consistent with grant conditions

Approve

Requisition meets 
Faculty requirements

No

Yes

HR Processing

No

Supporting Documents:
For operating funded positions include a case for hiring (Dean will only approve if Dept workload plans is attached or lodged with his office) AND
For all hiring include: 
* Budget (ie copy of budget from grant application or MBI report showing available funds)  AND
* Costing for appointment (see template on Science Website) AND
* CV, evidence of qualifications, references, visa  for direct appointments (incl. tax and banking details for casuals) OR
* PD (for professional positions to be advertised)

Approve


