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Executive Action Request
(EAR)


(for Directors-General, Under Treasurer or EGM, Corporate, CMTEDD approvals)

Guidelines:
1. This form is to request director-general approval (directorates other than CMTEDD) for executive recruitment and contract actions. CMTEDD executive actions are submitted to either the Under Treasurer (for Executive Level Band 3 actions) or Executive Group Manager, Corporate, CMTEDD (for CMTEDD Executive Levels 1 and 2 actions).
2. The form should be completed electronically in MS Word and emailed to SSHRExecutiveContracts@act.gov.au 
3. Requests should be submitted for approval at least two weeks prior to commencement to allow sufficient time for processing. 
4. 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.
Note, a separate request form is required to seek Head of Service approval to job-size SES positions, create new SES positions and provide additional salary above base salary (s 52 of PSM Standards).

	Request Details

	Directorate
	Select directorate

	Division
	Enter division

	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.
	Email to submit for approval
	Enter email address


This form is divided into the following two sections:
1. RECRUITMENT (request to run a merit process); and
2. ENGAGEMENT (all other actions, including ‘abolish position’).
If multiple actions are selected above, both may need completing. 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

	DIRECTOR-GENERAL / UNDER TREASURER / EGM CORPORATE 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

	DIRECTOR-GENERAL / UNDER TREASURER / EGM CORPORATE APPROVAL

	Agreed / Not Agreed / Please Discuss

	Name and signature
	

	Date
	    /     / 
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