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Classification Request Form

Complete this form when seeking classification of a new professional position that has not existed before at the University, referencing Schedule 2 of the Enterprise Agreement.
Please consult your People & Culture Business Partner prior to completing.

	General Details

	School/Centre:
	
	Business Unit:
	

	Proposed position title:
	
	Line Manager:
	

	Proposed classification:
	
	Line Executive:
	



	Rationale for position
Explain the business need for the requested position.

	





	Qualifications / Training Level

	Choose an item.

Other: please specify




	Operational Equivalent 
List any existing positions with comparable responsibilities or duties.

	





	Level of supervision

	What level of supervision will this role require from you?  
Choose an item.

Does this position have management responsibilities, if so, how many FTE and what HEW Levels.




	Organisational relationships and impact
What level of organisational knowledge is required, and how is it applied? What level of influence and collaboration across the organisation is required?  Refer to Schedule 2 for examples.

	




	Judgement, Independence and Problem Solving
Describe the type of decisions that are required in the position and the level of autonomy allowed. Describe the type of problems that the position will be required to resolve. Refer to Schedule 2 for examples.

	




	Financial responsibility 
Does this role have financial responsibility and/or delegation?  If so, please outline what type of responsibilities and quantify for the current financial year (a useful reference could be the University Financial Delegations Policy).

	☐ None
☐ Monitors the budget but does not develop or allocate it
☐ Develops, manages and allocates the budget

	Operating budget: 
	Staffing budget: 

	Capital budget: 
	Revenue: 

	Assets: 

	Projects: 

	Major financial delegations: 



	Final Approval and Checklist

	Proposed position description attached (PD template)
	☐  Yes            

	Confirm budget availability
	☐  Yes              ☐	No  

	Operational Plan attached (optional)
	☐  Yes              ☐	No  

	This has been discussed with your P&C Business Partner. 
If no, please contact your P&C Business Partner before completing this form.
	☐  Yes           


	This request has been fully completed and the information provided is a true and accurate description of the role.
	Line Manager  ☐ Yes ☐ No
Line Executive ☐ Yes ☐ No

	
Line Manager:

	
	
Date:
	

	
Line Executive:
	
	
Date:
	



All signatures are required prior to submission.

Please send this completed request with supporting documentation to people@ecu.edu.au
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