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[bookmark: _Hlk209520802]Request for Approval | University Consultancy

This application may be approved subject to the provisions of Part B of the Employment Conditions Procedure – Additional Employment and University Consultancies. Please retain Word (docx) format.
You must ensure all attachments (Section 8) are submitted for approval. For multiple internal parties, further details must be completed prior to seeking approval (Section 6 and appendix). Learn more

	SECTION 1 – Employee information (sole or lead employee)

	Employee name
	

	Employee number
	

	Faculty/Division/Office
	

	School/Unit
	

	Email
	

	Employment Arrangement
	☐	Continuing full-time
	☐	Fixed term full-time
	☐	Casual

	
	☐	Continuing part-time
	☐	Fixed term part-time
	☐	Other

	Classification (E.g. ACADC)
	

	Work Function
	

	SECTION 2 – Workload arrangements (Academic employees only)

	For academic employees undertaking substantial professional activities (e.g. beyond normal duties under Employment Conditions Procedure – Additional Employment and University Consultancies, or as part of a Teaching and Professional academic appointment under Appointments Procedure - Academic Work Functions), indicate how the proposed activity will be undertaken.

	☐	Outside workload
	☐	Within workload

	☐	Mix of outside and within workload (specify details): 


	SECTION 3 – Professional practice (professional accreditation requirements)

	Professional accreditation body
	

	What is required to achieve/maintain accreditation
	

	Name and address of the organisation in which the professional practice will be undertaken
	

	Commencement and completion dates for the professional practice
	

	Number of days per week to be worked in that period
	

	Number of hours per day to be worked in that period
	

	SECTION 4 – Consultancy details

	· Detail the proposed activity including the expected schedule and your time commitment
· List and attach supporting documents in Section 8 - Attachments, e.g. proposal, background, etc


	

	SECTION 5 – Outside party details

	Details of the external party with whom or for whom the activity is to be undertaken.

	Name
	

	Address
	

	Contact person
	

	Contact phone and email
	

	SECTION 6 – Internal party surplus income agreement

	Names and agreed split (%) of any surplus income for all other Charles Sturt employees and/or students involved in this activity. Add rows as needed. Each party and their Head of School or delegate/supervisor must complete Internal Party Details located in the appendix.


	Party ID
	Full Name
	Agreed split (%) of surplus income

	Lead
	Sole or Lead Employee
	 100%  (defaulted to 100% - adjust as needed)

	1
	
	

	2
	
	

	3
	
	

	SECTION 7 – University resources and facilities

	Detail Charles Sturt resources and facilities to be used in this activity.


	

	[bookmark: _SECTION_8_–]SECTION 8 – Attachments

	☐	Budget tool – total value <AU$10,000

	☐	Budget tool – total value ≥AU$10,000 prepared in consultation with Finance Business Partner

	☐	Other supporting documents (e.g. background, project proposal, communications, draft agreement, etc).
Specify details:


	SECTION 9 – Employee signature

	I acknowledge that I have read and understood the Employment Conditions Procedure – Additional Employment and University Consultancies and that the application is made subject to and in accordance with that procedure.

	Signature: 




	Date: 



	Sole or Lead Employee use only:

	☐	If applicable, all additional internal parties have completed Internal Party Details (i.e. appendix)

	☐	Completed form/appendix forwarded to Head of School/Supervisor with all attachments per Section 8





	SECTION 10 – Approvals

	Head of School or Delegate/Supervisor

	Head/Supervisor name: 

	I have considered the application against the provisions of the Employment Conditions Procedure – Additional Employment and University Consultancies and Appointments Procedure - Academic Work Functions and:

	☐	support the application

	☐	do not support the application

	Signature: 
	Date: 

	[bookmark: _Hlk209520910]Forward to Band 7 (if not the Delegated Officer) with all attachments per Section 8

	  Band 7 (if not the delegated officer)

	Band 7 name: 

	I have considered the application and associated Budget Tool against the provisions of the Employment Conditions Procedure – Additional Employment and University Consultancies and:

	☐	support the application

	☐	do not support the application

	Signature: 
	Date: 

	Forward to Delegated Officer with all attachments per Section 8

	Delegated officer

	Delegated Officer name: 

	I have considered the application and associated Budget Tool against the provisions of the Employment Conditions Procedure – Additional Employment and University Consultancies and:

	☐	support the application

	☐	do not support the application

	Signature: 
	Date: 

	If activity supported, complete next steps per Delegated Officer checklist below



	Delegated Officer use only:

	☐	Agreement drafted using appropriate Legal Services document (consult Legal Services as necessary)

	☐	Agreement signed by all relevant parties

	☐	Signed agreement filed in University contract management system

	☐	Final agreement, budget and form sent to employee, HOS/Supervisor and Band 7

	☐	Approved Budget Tool sent to relevant Finance Business Partner

	☐	Approved University Consultancy form sent to Division of People and Culture: dpc@csu.edu.au 

	DPC use only: University Consultancy Approval Number UCA___-______




	[bookmark: _APPENDIX_–_additional][bookmark: _APPENDIX_–_Internal]APPENDIX – Internal party details (Employees/students involved in activity in addition to lead)

	party 1

	Name
	

	Employee/student number
	

	Party Type
	☐	Employee
	☐	Student
	(select both if applicable)

	Duties and time commitment
	

	Surplus income agreement – your share of any surplus income, as agreed by you with all parties

	Percentage (%)
	

	Workload arrangement – academic employees only

	For academic employees undertaking substantial professional activities (e.g. beyond normal duties under Employment Conditions Procedure – Additional Employment and University Consultancies, or as part of a Teaching and Professional academic appointment under Appointments Procedure - Academic Work Functions), indicate how the proposed activity will be undertaken.


	☐	Outside workload
	☐	Within workload

	☐	Mix of outside and within workload (specify details): 


	Party signature

	I acknowledge that I have read and understood the Employment Conditions Procedure – Additional Employment and University Consultancies and that the application is made subject to and in accordance with that procedure.


	Signature: 

	Date: 

	Forward to your Head of School or Delegate/Supervisor

	Head of School or Delegate/Supervisor signature – employees only

	Head of School/Supervisor name: 

	I have considered the application against the provisions of the Employment Conditions Procedure – Additional Employment and University Consultancies and Appointments Procedure - Academic Work Functions and:

	☐	support the application

	☐	do not support the application

	Signature: 
	Date: 

	Forward to Party 2 for completion or return to Lead Employee





	party 2

	Name
	

	Employee/student number
	

	Party Type
	☐	Employee
	☐	Student
	(select both if applicable)

	Duties and time commitment
	

	Surplus income agreement – your share of any surplus income, as agreed by you with all parties

	Percentage (%)
	

	Workload arrangement – academic employees only

	For academic employees undertaking substantial professional activities (e.g. beyond normal duties under Employment Conditions Procedure – Additional Employment and University Consultancies, or as part of a Teaching and Professional academic appointment under Appointments Procedure - Academic Work Functions), indicate how the proposed activity will be undertaken.


	☐	Outside workload
	☐	Within workload

	☐	Mix of outside and within workload (specify details): 


	Party signature

	I acknowledge that I have read and understood the Employment Conditions Procedure – Additional Employment and University Consultancies and that the application is made subject to and in accordance with that procedure.


	Signature: 

	Date: 

	Forward to your Head of School or Delegate/Supervisor

	Head of School or Delegate/Supervisor signature – employees only

	Head of School/Supervisor name: 

	I have considered the application against the provisions of the Employment Conditions Procedure – Additional Employment and University Consultancies and Appointments Procedure - Academic Work Functions and:

	☐	support the application

	☐	do not support the application

	Signature: 
	Date: 

	Forward to Party 3 for completion or return to Lead Employee





	party 3

	Name
	

	Employee/student number
	

	Party Type
	☐	Employee
	☐	Student
	(select both if applicable)

	Duties and time commitment
	

	Surplus income agreement – your share of any surplus income, as agreed by you with all parties

	Percentage (%)
	

	Workload arrangement – academic employees only

	For academic employees undertaking substantial professional activities (e.g. beyond normal duties under Employment Conditions Procedure – Additional Employment and University Consultancies, or as part of a Teaching and Professional academic appointment under Appointments Procedure - Academic Work Functions), indicate how the proposed activity will be undertaken.


	☐	Outside workload
	☐	Within workload

	☐	Mix of outside and within workload (specify details): 


	Party signature

	I acknowledge that I have read and understood the Employment Conditions Procedure – Additional Employment and University Consultancies and that the application is made subject to and in accordance with that procedure.


	Signature: 

	Date: 

	Forward to your Head of School or Delegate/Supervisor

	Head of School or Delegate/Supervisor signature – employees only

	Head of School/Supervisor name: 

	I have considered the application against the provisions of the Employment Conditions Procedure – Additional Employment and University Consultancies and Appointments Procedure - Academic Work Functions and:

	☐	support the application

	☐	do not support the application

	Signature: 
	Date: 

	Return to Lead Employee
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