People&Culture@ND

Professional Employees Higher Duties Allowance Form

SECTION 1 - Employee Information

1.1

1.2

1.3

1.4

Employee name

Substantive position title

Business Unit/Faculty/School

Supervisor

SECTION 2 - Position to be acted in

2.1

2.2

2.3
2.4
2.5
2.6

2.7

Position title

Name of incumbent

Start date End date

Justification

Employee number

Substantive level

Campus

Position number

Classification level

Type of request

If this is an extension request will the total HDA worked exceed 6 months? Yes
Will the employee be required to perform in this higher classification for 10 working days or more? Yes No
Percentage of duties to be paid at the higher level 25% 50% 75% 100%

What is the payable higher duties difference amount? $

Please confirm the Higher Duties Allowance Payable: $

FOR PART TIME EMPLOYEES ONLY
Will this higher duties appointment alter the employee’s current work schedule?

If yes, please indicate the new work schedule

per fortnight

Yes No

No
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SECTION 3 - Authorisation

3.1 Supervisor’s name

Signature

3.2 People and Culture Endorsement

Date

People and Culture Endorsement: Director, HR Business Partners (For requests under 6 months)

OR

PVC, People and Culture (For requests over 6 months)

Signature

3.3  Approving authority name

Signature

Date

Date

Please forward completed form via email to P&C@nd.edu.au

PEOPLE AND CULTURE USE

Employee Services

C Copy of signed form has been sent to the employee [ Entered into PeopleSoft

Signature

Payroll

[ Processed for Payroll

Signature

Date

Date

For further information
Contact the People and Culture team at P&C@nd.edu.au

w

PeopleCurCulture

THE UNIVERSITY OF NOTRE DAME AUSTRALIA
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