
	
Recruitment or Contract Variation Approval Request 

	TYPE OF RECRUITMENT 

	☐  Permanent
	☐  New Fixed Term
	☐  Fixed Term Extension from _ _ / _ _ / _ _ to    _ _ / _ _ /  _ _
	☐  Casual/ Temp to Permanent 

	 ☐  
	OPTION A:  RECRUIT / APPOINT TO VACANT POSITION 

	Position title
	   
	Position number(s)
	   

	Department
	   
	Team Area
	   

	Position classification (Fixed, permanent, etc)
	   
	FTE / hours
	   

	Position budgeted?
	     
	Date Job Description reviewed?
	     

	Duration (for fixed term or temp)
	              months
	Advertising type
	  ☐  Internal 
	☐  Internal/External    

	☐  
	OPTION B:  CHANGE TO EXISTING EMPLOYEE STATUS  (eg extension of contract etc)

	Current Position Details:

	Employee Name
	   
	Employee number
	   

	Position title & Dept
	   
	Employment type (Casual/Fixed/Perm)
	   

	Position classification
	   
	FTE (e.g. 0.4, 0.5, 1 etc)
	   

	Position budgeted?
Note – this is specific to the position that approval is being sought for and not the ability to absorb it elsewhere in the budget.
	     
	When was Job Description last reviewed?
	     

	DETAILS TO SUPPORT REQUEST

	Explanation of Request / Details of Change
(600 character maximum)
	     

	Alternative Options Considered?
	

	If position has no budget, or appointment level is higher than budget, what is proposed funding strategy?
	     


	DIVISION APPROVAL

	
	Name
	Signature
	Date
	Phone

	Hiring Manager
	     
	
	_ _ / _ _ /  _ _ _
	   

	Divisional Finance Manager (confirming position has budget)
	     
	
	_ _ / _ _ /  _ _ _
	

	Director
	   
	
	_ _ / _ _ / _ _ _
	   

	Once Recruitment Approval Request Form has been authorised by relevant Director; email form to coo@otago.ac.nz Until approved by the COO, any recruitment or extensions of contracts are unauthorised.

	COO Approval
	Stephen Willis
	
	
_ _ / _ _ /  _ _ _
	

	COO Comments
	[bookmark: _GoBack]   



