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Organisational Development 

NEW APPOINTMENT REQUEST (including permanent appointments / agency staff appointed to CGD)

	Employment Details
	

	Position Title
	     

	Successful

Candidate
	Name:      

	Commences
	Start:      
	End: (if applicable):      

	Work Location
	Directorate:      
	Department:      

	
	Team:      
	Location:      

	Reports to
	Name:      
	Position:      

	Status
	

	 FORMCHECKBOX 
  Full Time (complete full time hours section below)
 FORMCHECKBOX 
  Part Time (complete part time hours section below)
	 FORMCHECKBOX 
 Permanent
 FORMCHECKBOX 
 Temporary 
	 FORMCHECKBOX 
  Casual (with 25% loading)

	Confirmed

(OD use)

	FULL TIME HOURS

 FORMCHECKBOX 
  9 day fortnight 8.44 hours day                         

 FORMCHECKBOX 
  19 day month 8.00 hours day

 FORMCHECKBOX 
 10 day fortnight (No RDO’s) 7.60 hours day           
	 FORMCHECKBOX 
  Externally Funded (provide funding source and any additional information)
     
 FORMCHECKBOX 
  Other (describe)
     

	

	Part Time - Select one from options 1 to 3 then complete the roster table below.

 FORMCHECKBOX 
 Option 1 (regular roster):
 FORMCHECKBOX 
 Option 2 (Library): Average number of hours per week over a roster cycle.
 FORMCHECKBOX 
 Option 3 (irregular/ad hoc roster): Employed to work an average number of hours per week over a roster cycle (include the first roster cycle for staff on an irregular roster).
Week 1

Mon

Tues

Wed

Thurs

Fri

Sat

Sun

Total hours per week
Start Time

     
     
     
     
     
     
     
     
Finish Time

     
     
     
     
     
     
     
Break (mins)

     
     
     
     
     
     
     
Total hours per day
     
     
     
     
     
     
     
Please only complete Week 2 roster below if hours/days differ from Week 1 (alternating roster).
Week 2

Mon

Tues

Wed

Thurs

Fri

Sat

Sun

Total hours per week
Start Time

     
     
     
     
     
     
     
     
Finish Time

     
     
     
     
     
     
     
Break (mins)

     
     
     
     
     
     
     
Total hours per day
     
     
     
     
     
     
     

	

	Salary
	

	Award
	Band:      
	Level:      
	Salary pa. (show hourly rate if casual): $     
	

	Sub Activity Number 
	     
	

	Allowance (if applicable)
	 FORMCHECKBOX 
  No
	 FORMCHECKBOX 
  Industry (not Nurses)
	 FORMCHECKBOX 
  On Call
	 FORMCHECKBOX 
  Plant Maintenance
	

	Vehicle
	 FORMCHECKBOX 
  No
	 FORMCHECKBOX 
 Yes
	Category:      
	Level:      
	Amount pa: $     
	

	Notes
	

	Additional Requirements for letter
	     

	Date

(OD use)


	Required documents 

	                                                            
	In recruitment folder / PULSE
	Not applicable
	Objective ID (ie A849373)/Expiry Date 

	Successful Applicants Resume                                
	 FORMCHECKBOX 

	Must be provided
	     

	Pre Employment Physical Screening (PES)    

Required when a position has a physical labour or manual handling component (refer to Task Analysis section of PD)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Police Record Check (if applicable)
Evidence that check has been conducted
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Drivers Licence (if applicable)



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Working with Children Check (mandatory)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	First Aid Certificate (if applicable)


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Qualifications / Tickets

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Registrations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Other
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Recruitment Paperwork (checklist, interview notes, selection grid, reference checks)


	 FORMCHECKBOX 

	Must be provided
	     

	Authorisation

	A selection process has been carried out in accordance with CGD’s Recruitment and Selection Process and the appointment of the above employee is requested.

	
	Name
	Signature
	Date

	Form Prepared by or Supervisor 
	     
	     
	     

	Department Manager or Executive Manager
	     
	     
	     

	Please return to zzorgdevadmin@cgd.vic.gov.au for letter of offer preparation.

As both Organisational Development and Payroll process a high volume of requests, we require a minimum of 10 business days to complete the appointment process. Please ensure you provide this notice. 

	OD USE ONLY

	Received at OD
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