ot
&)
4

o cayer ow®

THE UNIVERSITY
/ADELAIDE Acting Appointment

Information Sheet

Overview

It is appropriate to appoint a staff member to "Act" in another position if that staff member is required to
take on all duties associated with the other position where:

e The position is vacant while a recruitment process takes place or;
e The currentincumbentis on extended leave of absence (eg SSP)

In some cases the Acting Appointment is in addition to undertaking duties associated with their
substantive position.

A Responsibility Loading may be paid, at the discretion of the area, for the period of the Acting
Appointment.

HR Delegations
The staff member acting in the position will be responsible for leave approvals for direct reports and will
automatically get Staff Services Online (SSO) access appropriate to the position.

Financial Delegations
The staff member acting in the position will be responsible for any finance expenditure approvals and
will automatically get Finance System access appropriate to the position.

School/Branch Responsibilities
To initiate the Acting Appointment the following process should be followed:

1. Discuss acting opportunity with staff member.

2. Complete the Acting Appointment Request Form including considering if a Responsibility
Loading is appropriate.

NOTE: The Acting Appointment Request Form automatically assigns the relevant HR
Delegations associated with the position. Therefore if you complete the Acting Appointment
Request Form there is no need to complete the Temporary HR Delegation Request Form.

3. Send completed form to Human Resources.

4. |If the position has the following authorities, complete the relevant actions;
e Approve Finance e-forms (access, billing, credit notes, write off) - Reassign worklist
e Approve international travel - complete the Approver Amendment Form

5. If the Acting Appointment is being made to fill a period of extended leave, notify the staff
member going on leave to visit the ITS DIY guide to set up the following (where appropriate):

e Email vacation messages
e Email forwarding

e Remote Files

e Voicemall
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https://www.adelaide.edu.au/finance/docs/guides/assign-worklist-items-finance-system.pdf
https://www.adelaide.edu.au/finance/docs/forms/secure/ems-approver-change-form.pdf
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e Global Roaming
e Desk Phone Diversion

Note: For an Acting Head of School position, open consultation with the School staff should occur
as per the University's Recruitment Policy.

HR Responsibilities
On receipt of the Acting Appointment Request form, HR will:

1. Seek approval from the Provost or the Chief Operating Officer for any loadings greater than 25%.

Send an email acknowledgement to the staff member to confirm the Acting Appointment for
periods greater than 2 months. For periods of 2 months or less the staff member will not
receive an email acknowledgement.

3. As the end date for the Acting Appointment approaches, HR will contact the School/Branch to
discuss renewal/cessation of this arrangement.
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