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Reclassification Request Form

Before commencing a request to reclassify a professional position, it is a requirement that: 
· Employees and their Line Manager meet to discuss any significant changes to the responsibilities and/or job complexity and whether the changes are of an ongoing nature, and
· Preliminary advice is sought from your relevant People & Culture Business Partner. 

	General Details

	School/Centre
	
	Business Unit
	

	Current position title
	
	Proposed position title
	

	Current classification
	
	Proposed classification (for Line Manager initiated)
	

	Position number/s
	
	Requestor/initiated by
	

	Line Manager
	
	Line Executive
	

	Position currently occupied?   Yes  ☐     No  ☐
Name of occupant/s: 



	Eligibility checklist

	To be eligible for reclassification it must be confirmed: 
· The position has undergone significant permanent changes involving the accountability and/or job complexity (as distinct from an increase in job volume which will not impact on the classification level of a position).
· The changes must reflect the accountabilities and capabilities required of the position and not an individual’s knowledge or ability.
· Availability of evidence demonstrating the successful performance of the outlined work changes in accountability or job complexity.



	Primary objective of the role 
Broadly describe the main purpose of the position and the objective of the business unit in which the position resides. Why does the position exist?

	





	Reclassification rationale
The purpose of this section is to detail the business needs or changes that have led to this application. What has changed in the business requirements/service delivery/structure/accountabilities/qualification requirements/ budget or FTE managed etc.

	



	Can you confirm these changes are permanent?      ☐  Yes        ☐  No
If no, please consult with your P&C Business Partner for advice.




	Classification dimension
	Significant change?
	Changes

	Qualifications / Training Level
	☐  Yes 
☐  No   
	

	Level of supervision 
	☐  Yes 
☐  No   
	

	Task level 
	☐  Yes 
☐  No   
	

	Organisational knowledge
	☐  Yes 
☐  No   
	

	Judgement, independence and problem solving
	☐  Yes 
☐  No   
	




	Supporting documentation
Overview of attached documentation/evidence supporting the revised requirements (completed MPS, work outputs, recognition, ongoing demand of accountabilities).

	



	Declaration and submission of reclassification request

	This request has been discussed with the relevant Line Manager.
If no, please discuss with your Line Manager before completing this form.
	☐  Yes              ☐	No  

	This request has been discussed with the relevant P&C Business Partner.
If no, please consult with your P&C Business Partner before completing this form.
	☐  Yes              ☐	No  

	Current Position Description attached (mandatory)
	☐  Yes              ☐	No  

	Proposed PD attached (mandatory) PD template
	☐  Yes              ☐	No  

	Organisational Chart is attached - current and or proposed (if supervision/structural change proposed)
	☐  Yes              ☐	No  

	This request has been completed in full and the information provided is a true and accurate description of the position.
	☐  Yes              ☐	No  

	Requestor signature:

	Date: 


	Line Manager signature:



☐  I endorse the reclassification request and 
       recommendation
☐  I do not endorse the reclassification request
Please explain the reasons for your decision below.

	Date: 


	Line Executive signature:



☐  I endorse the reclassification request and 
       recommendation
☐  I do not endorse the reclassification request
Please explain the reasons for your decision below.

	Date: 



 Any missing documentation or information will delay recording the submission date. 
Please forward this completed request, with the supporting documentation to people@ecu.edu.au
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