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 MACROBUTTON  NoMacro Proforma for exemption requests
CONFIDENTIAL
Monday, 11 January 2010
Ms Sharmeela Begum
Executive Officer of the External Hiring-Freeze Standing Committee
The University of Melbourne
email: e-recruitment@unimelb.edu.au
Dear Ms Begum,
Re: Request for Hiring Freeze Exemption

I am writing to request an exemption from the freeze on the hiring of external professional staff to authorise the Budget Division to proceed with the external advertising of the position of  MACROBUTTON  NoMacro Insert Position Title.  A Position Description is attached.

This position is:    FORMCHECKBOX 
 Fixed-term      FORMCHECKBOX 
 Continuing

Position Number (if allocated):  MACROBUTTON  NoMacro Please insert Position Number
I confirm that this position meets the following requirement.  MACROBUTTON  NoMacro Please tick the relevant criteria.
 FORMCHECKBOX 
 Any professional staff vacant position:

· which has previously been advertised internally, and

· can be demonstrated that no internal applicant was able to meet the selection criteria

If applying under this criterion, please attach a copy of all applications received. The department must also list a brief explanation next to each selection criteria clearly demonstrating the grounds of non-selection for each internal applicant. 
OR:

 FORMCHECKBOX 
 The position is specialist in nature and, in the Budget Division’s view, a clear operational imperative exists as follows.  MACROBUTTON  NoMacro Please provide below details of the operational imperative.
     
Please note that the specialist/technical nature of the position will be confirmed by review of the attached Position Description.
For the reasons outlined above, I request that the Standing Committee give consideration to recommending an exemption be approved by the Senior Vice-Principal.

Signed and endorsed:

 MACROBUTTON  NoMacro Insert Name of Head of Budget Division
Dean, Faculty of  MACROBUTTON  NoMacro Insert Faculty Name
Enclosures:

· Position Description

· For vacant positions which have firstly been advertised internally, copies of all internal applications received with brief explanation as to why selection criteria not met by each internal applicant.
Approval of Hiring Freeze Standing Committee

	The Standing Committee has reviewed this request against the criteria and makes the following recommendation to the Senior Vice-Principal:

 FORMCHECKBOX 
  Exemption is approved

 FORMCHECKBOX 
  Does not meet criteria / exemption is not approved

Reasons:      
	

	Ian Marshman
Senior Vice-Principal
	Date


Following determination by the Standing Committee, please contact  MACROBUTTON  NoMacro Insert Name of Contact on  MACROBUTTON  NoMacro Insert Extension Number for collection. If proceeding to advertising, the approval number must be included in the notes on PageUp to indicate that the vacancy is approved for external advertising. 
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