[image: ]
Executive Action Request
(EAR)


(for the approval of the head of the relevant public sector authority (public sector employer with head of service powers under s 152 of PSM Act)

Guidelines:
1. The form should be completed electronically in MS Word and emailed to SSHRExecutiveContracts@act.gov.au 
2. Requests should be submitted for approval at least two weeks prior to commencement to allow sufficient time for processing. 
3. Workforce Strategy and Recruitment, Office of Industrial Relations and Workforce Strategy, is responsible for ensuring the request meets the ACTPS legislative requirements as well as preparation of the required documents.

	Request Details

	Agency
	Select agency

	Action(s) required
	Select Action 1
	Select Action 2 (if applicable)
	Select Action 3 (if applicable)

	Request contact
	Enter name
	Enter email address

	Approver of initial request
	Enter name
	Enter approver’s position title

	Name of Engager (if applicable)
	Enter engager’s name (for signature block.

This form is divided into the following five sections:
1. RECRUITMENT (request to run a merit process)
2. ENGAGEMENT (Short-term contracts, long-term contracts, contract extensions, re-engagements non-renewals, and variations to statutory employment terms (SETs). Also includes abolish position.
3. JOB-SIZING (approach the independent contractor to assess the value of an executive position).
4. CREATE NEW EXECUTIVE POSITION (request new E-number).
5. ADDITIONAL SALARY (request salary above base salary under s 52 PSM Standards). 
Only complete the relevant section (s). The above links take you to the relevant section.


	RECRUITMENT ACTIONS

	Type of merit process
	Select merit process type.	Note, if more than one recruitment action, enter the main action’s details and include the details of the other in the ‘Business Reason’ section.

	Vacancy period 
	Enter vacancy period(s)

	Position occupancy status during vacancy period
	Select occupancy status.
	
	If normal occupant is backfilling another position, specify.
	Enter position title and E-number.
	Business Reason
Provide a brief reason for undertaking the merit process. 

	Enter business case


Notes:
1. Prescribed selection processes (open externally) should be open at least 2 weeks. EOIs should be open at least 7 days. If a lesser period is required, include justification for the approver’s consideration.
2. EOIs will be circulated to the SES members at the same classification level and to one level below unless advised otherwise.

	Do you intend on using an Executive Search Firm?
	Yes/No.	If Yes, enter name of organisation

	Further Advertising Instructions.
For example, part-time hours, if press is required, etc.
	Enter special instructions (if applicable)

	Wording and contact officer (incl contact emails and phone number) for Advertisement (please also include a short description (SEEK only) and 3 succinct bullet points if external press is required:
	Enter wording and contact officer details

	HEAD OF AGENCY APPROVAL

	Agreed / Not Agreed / Please Discuss

	Name and signature
	

	Date
	    /     / 

	ENGAGEMENT ACTIONS

	Position
	Enter position title
	Enter E-number
	Select classification

	
	Reports to (include E-number)

	Business Reason
Provide supporting information to assist the approver. Attach additional information or evidence if needed.

Note: If the request is to abolish an SES position, enter details above and business case to the right. No other fields require completion.
	Enter business case

	SES member’s details 
	Enter name.	Enter date of birth.	Enter email.
	
	Enter nominal position number.	Select super scheme
	Enter AGS number (if known).
	Contract details 
	Enter contract type.	Enter start date.	Enter end date.
	
	Select FT/PT.	If PT, enter hours per week.
	If request is for a short-term backfill or extension to backfill, provide details of normal occupant’s whereabouts.
	Select position occupant status.
	
	If normal occupant is backfilling another position, specify.
	Enter position title and E-number.
	Merit process undertaken
(select applicable and attached recruitment documents)
	|_| Prescribed selection process (open externally) 

	
	|_| Expression of interest (open ACTPS-wide)

	
	|_| Expression of interest (limited within directorate)

	
	|_| Relying on an earlier merit process
	Enter reason for not running new merit process.
	
	|_| No merit process
	Enter reason for not running new merit process.
	Recruitment assistance 
	If this engagement is the result of an external recruitment process, would you like Recruitment to send unsuccessful notifications?
	Select an item.
	
	Does ICT Access need to be arranged?
	If yes, please submit a Network Access form here: Network & Email Access - OneGov Service Centre

	HEAD OF AGENCY APPROVAL

	Agreed / Not Agreed / Please Discuss

	Name and signature
	

	Date
	    /     / 


Request to job-size SES position

Guidelines:
1. This form must be approved by the delegate of the Head of Service, Deputy Director-General, Office of Industrial Relations and Workforce Strategy, CMTEDD before approaching the independent SES position evaluator to undertake an SES position assessment.
2. SES positions should be job-sized at least every 5 years or soon as practicable after significant changes to the functions or responsibilities of the position.
3. The information provided on this form will assist the delegate when considering the proposal.
4. Please forward the completed form to SSHRExecutiveContracts@act.gov.au    

	1. Position(s) Details

	1.1
	Position(s) details
	Position title
	Reports to (incl. E-Number
	Current classification if applicable)

	
	
	1.
	Enter position title
	Enter title and E-number
	Choose an item.
	
	
	2.
	Enter position title
	Enter title and E-number
	Choose an item.
	
	
	3.
	Enter position title
	Enter title and E-number
	Choose an item.
	
	
	4.
	Enter position title
	Enter title and E-number
	Choose an item.
	
	
	5.
	Enter position title
	Enter title and E-number
	Choose an item.
	
	
	6.
	Enter position title
	Enter title and E-number
	Choose an item.
	
	
	7.
	Enter position title
	Enter title and E-number
	Choose an item.
	
	
	8.
	Enter position title
	Enter title and E-number
	Choose an item.
	2. Reason for Job-sizing

	2.1 
	Please select one or more reasons why job-sizing is required and provide further details if necessary.
	|_| New SES position 
|_| Change to functions and/or responsibilities
|_| Not job-sized within last 5 years
|_| Other

Please provide details: Enter details

	3. Billing Officer

	3.1
	Billing officer details
	Name
	Email
	Cost centre

	
	
	Enter name

	Enter email

	Enter cost centre


	4. 4.	Head of Service / DDG, OIRWS Approval

	Agreed / Not Agreed / Please Discuss

	Name and signature
	

	Date
	          /     / 



SES Position E-Number
Application Form 

Guidelines:
1. This form must be approved by the head of the relevant public sector authority (public sector employer with head of service powers under s 152 of PSM Act) before a position number is issued to a new senior executive service position. 
2. The information provided on this form will assist the head of the public sector authority when considering the proposal.
3. Please forward the completed form to SSHRExecutiveContracts@act.gov.au    

	1. Position Details

	1.1
	Classification
	Choose an item.
	1.2
	E-Number and title position reports to (attached organisation chart)
	Enter position and E-number


	2. Reason for new E-Number

	2.1 
	Please select one of the reasons why the new E-Number is required.
	|_| New permanent SES position 
|_| New temporary SES position
|_| Parallel position to existing SES position 
|_| Other


	2.2
	Please provide a detailed explanation why the position is required (include necessary attachments). 
	Enter details


	3. Funding

	3.1 
	Please explain how the new position is to be funded.
	Enter funding details


	3.2
	Please list any other relevant financial implications.
	Enter financial implications


	4. Job-sizing

	4.1
	Will the position be job-sized and if not please provide a detailed explanation why.
	Enter details


	5. Head of Public Sector Authority Approval

	Agreed / Not Agreed / Please Discuss

	Name and signature

	

	Date
	    /     / 










SES Member Additional Salary
[Public Sector Management Standards 2016 – section 52]

Guidelines:
1. This form must be approved by the head of the relevant public sector authority (public sector employer with head of service powers under s 152 of PSM Act) before additional salary can be offered to an SES member. The form must be approved by the directorate’s Director-General and submitted for approval by:
· Head of Public Sector Authority (additional salary under 10%); or
· Chief Minister, through Head of Public Sector Authority (additional salary over 10%). 
2. The information provided on this form will assist the decision maker when considering the proposal.
3. Please forward the completed form to SSHRExecutiveContracts@act.gov.au    
	1. Approver

	1.1 
	Who is the approver for this application?
Select Chief Minister if the additional salary amount is more than 10% of the base salary determined by the ACT Remuneration Tribunal for the SES member’s classification.
Note, the base salary does not include additional salary (former vehicle allowance) under section 51(b) of the Public Sector Management Standards 2016 (PSM Standards).
	|_| Head of Service 
|_| Chief Minister following written recommendation from Head of Service


	2. SES Member Details

	2.1 
	SES member (full name)
	Enter name

	2.2
	AGS Number
	Enter AGC number

	2.3
	Hours of work
	Enter hours

	2.4
	SES member’s employment status
	|_| Existing executive continuing in same executive position 
|_| Existing ACTPS employee commencing new executive position
|_| New starter onboarded from outside ACTPS
|_| Other (Please provide details)

	2.5
	Is the employee currently in receipt of a s245 payment under the Public Sector Management Act 1994? 
If yes, please provide details.
	Enter details (if applicable)

	2.6
	Does the SES member have any history of performance or discipline matters that are relevant?
If Yes, please provide details.
	Enter details (if applicable)






	3. Position Details

	3.1
	Position Title 
	Enter position title

	3.2
	Position Number
	Enter position number

	3.3
	Executive Level Classification
	Choose an item.
	4. Additional Salary and Justification

	4.1 
	Additional salary amount.
Note, this could be provided as a set amount or as a percentage of the base salary for the SES member’s classification.
	Enter amount

	4.2
	Please select from circumstances A, B, C and D that apply.
Section 52 of the PSM Standards requires at least ONE of these circumstances to apply for additional salary that is 10% or less than the base salary and at least TWO circumstances for additional salary above 10%. 

	|_| A) An SES position evaluation finds the relevant base salary for the SES position is less than the salary paid for similar employment outside the service 
|_| B) An earlier selection process advertising the position with the relevant base salary did not attract a suitable applicant
|_| C) The person has a qualification, skill or expertise that is sufficiently uncommon to warrant a higher salary
|_| D) For a person not yet engaged in the office—the person’s current salary is above the relevant base salary


	4.3
	Please provide a detailed justification as to why the SES member should be approved additional salary.
At a minimum, the justification must explain how each of the circumstances selected in section 4.2 applies to the SES member.
Include any additional relevant information that will help support the application.
	Enter details

Required evidence may include:
· Copies of payslips;
· Copies of tax returns;
· Ensuring comparative data provided is ‘like for like’ salary components. 

	4.4
	If one of the relevant circumstances in section 4.2 is D), please provide a breakdown of the incoming SES member’s total remuneration including any additional salary and allowances.
A recent payslip must be provided as well as any other supporting evidence.
	Enter details (if applicable)






	5. Future Increases to Base Salary

	5. 1          
	Please select a preference for how future increases to base salary will affect the additional salary noting the selection may impact the decision to approve the request.
Each year the ACT Remuneration Tribunal (RT) determines the adjustment amount (if any) to SES members’ base salaries. In the unlikely event of a decrease, additional salaries are to remain unchanged.
Examples for options A) to C):
A
Base salary = $200,000
Additional salary =$10,000
RT increase = 2%
New base salary = $204,000
New additional salary = $6,000
Additional salary is reduced by the amount base salary increases. Eventually the additional salary will reduce to $0.
B
Base Salary = $200,000
Additional salary = $10,000
RT increase = 2%
New base salary = $204,000
New additional salary $10,000
Base salary increases while additional salary always remains the same.
C
Base Salary = $200,000
Additional salary = $10,000
RT increase = 2%
New base salary = $204,000
New additional salary = $10,200
Base salary and additional salary increase proportionately.
	|_| A) Additional salary will decrease as base salary increases.
|_| B) Additional salary remains the same as base salary increases
|_| C) Additional salary increases proportionate to base salary increases.
|_| D) Other, please specify.


	6. Financial Implications

	6.1 
	Please provide details of any financial implications.
Note, include potential cost savings if applicable.
	Enter details

	7. 7.	Head of Public Sector Authority Approval

	Agreed / Not Agreed / Please Discuss

	Name and signature
	
	Date
	    /     / 
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