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	Select all delegations

	
☐  Transfer all HR delegations 


	Or 
Select only the delegations to be transferred.  Refer to HR Delegations

	☐	1. Recruitment all clauses
	☐	5. Casual Staff Engagement
	☐	9. Academic Staff Promotion
	☐	13. Attendance at workshops, conferences, travel etc

	☐	1. Recruitment only selected clauses (a-i) Enter clauses.
	
	
	
	
	
	

	☐	2. Internal Transfers
	☐	6. Acting arrangements
	☐	10 Remuneration all clauses 

	☐	14. Official Travel

	
	
	
	
	☐	10. Remuneration only selected clauses (a-d) Enter clauses.
	
	

	
	
	
	
	☐	11. Leave approval all clauses
	☐	15. Miscellaneous: University funding for staff study

	☐	3 Secondments
	☐	7 Confirmation of appointment following probation
	☐	11. Leave approval only selected clauses (a-h) Enter clauses.
	☐	15. Miscellaneous:
Approval to engage in outside employment


	☐	4. Adjunct, Honorary, and Visiting Fellows Academic appointments
	☐
	8.  Incremental progression
	☐	12. Resignations, retirements, redundancies and termination
all clauses
	☐	15. Miscellaneous: Offers of settlement – worker’s compensation/industrial matters

	
	
	
	
	☐	12. Resignations, retirements, redundancies and termination
only selection clauses(a-f) Enter clauses.
	

	Notes or Comments
	Click or tap here to enter any comments.


	Instructions   

	
1. Consult the HR Delegations to identify the correct delegation(s) and the authority to delegate.
2. The delegation is usually transferred to a position (but may be transferred to an individual).  When delegating to a position, the delegation automatically changes when the incumbent changes.  When delegating to an individual, a new form needs to be returned for each new incumbent to maintain signatures on file. This also applies to staff in acting positions.
3. Select either All HR Delegations OR  transfer part of your delegation by selecting from the list of delegations 
4. The signature of both parties is required to effect transfer of delegation.
5. Email completed and signed form to People and Culture at people@ecu.edu.au


	Details

	
Permanent         ☐
	
Temporary        ☐
	
Other ☐
	[bookmark: Text1]
Reason (e.g. leave coverage)       

	Start date:  Click or tap to enter a date.
	End date (if applicable):  Click or tap to enter a date.

	Office/School/Centre:       
	

	Delegation From position and/or name:      

	Delegation To  position and/or name:      


	Approver Name & Signature:


	Delegate Name &  Signature:




Email completed and signed form to people@ecu.edu.au




	People and Culture use only

	
☐  Complies with HR Delegations   ☐  Updated on Ascender Pay  ☐  Copy on ECU Delegation file  
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