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Normal duties for academic 
staff

Part A: Additional employment

No conflict of interest

Actual, potential or 
perceived conflict of interest

Form is endorsed by supervisor and approved 
by relevant delegated authority

Employee completes the Request for Approval 
of Additional Employment form

Approved form is sent to DPC for 
recordkeeping

Supervisor monitors the conflict and agreed 
mitigations

No action or approval required under this 
procedure.

Additional employment and 
University consultancy flow charts
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Research University 
consultancy

Part B: University consultancy

Non-research University 
consultancy

Consultancy endorsed by supervisor/org unit 
leader (where not delegated officer)

Employee completes the:
• DPC University consultancy form
• Finance OPA budget tool

Delegated officer reviews form and budget, 
requests agreement from Legal Services

Agreement is signed by stakeholders

Approved under the processes established by 
the Office of Research Services

• Form is submitted to DPC
• Budget tool is submitted to Finance
• Agreement is filed in Unirecords

Consultancy completed as 
per agreement

Budget is reviewed by 
Finance Business Partner 
if ≥ $10,000

Additional employment and 
University consultancy flow charts
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