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Employer Approval Form – Essential Requirement and Pre-employment checks
Essential Requirements & Pre-employment Checks
Clause 15 of Employment Direction No. 1: Employment in the State Service
How to use this form: 
This form is to be used when applying an essential requirement to a role in line with Clause 15 of Employment Direction No.1: Employment in the State Service (ED1), or a pre-employment check in line with Employment Direction No. 7: Pre-employment Checks. Refer to page 14 of ED1. 
Please provide sufficient evidence and/or rationale as to how the criteria have been met. Please complete this form as a Microsoft Word Document and send to ssmo@dpac.tas.gov.au. 

Request Details
	Requesting Agency:


	Essential Requirement or Pre-employment check: 


	Position & Classification:



		
Justification – Essential Requirement 
	15.1: Where a Head of Agency wishes to specify essential requirements other than those specified in an Award, Industrial Agreement Legislation or Employment Direction, the Head of Agency shall first obtain the approval of the Head of the State Service [Section 15(1) of the Act]

	Rationale/Evidence from Agency





	SSMO Only: Yes ☐ No ☐
Comments:






Justification – Pre-employment Check
	6.5: Agencies are to provide the Director, State Service Management Office with the following information for each position, or category of positions, for which a determination is sought pursuant to section 15 (I) of the State Service Act 2000: a statement as to why it is in the public interest for a pre-employment check to be carried out. This is to relate the need for the check directly to the responsibilities of the duties.

	Rationale/Evidence from Agency





	SSMO Only: Yes ☐ No ☐
Comments:





Attachments
1. SoD
2. <??>
Agency Endorsement
	Request prepared by:
	

	Name: 
	Signature: 

	Position: 
	Date: Click or tap to enter a date.

	Comments:

	
	

	Endorsement
	

	Name: 
	Signature: 

	Position: 
	Date: Click or tap to enter a date.

	Request endorsed? Yes ☐ No ☐
	

	
	

	Endorsement
	

	Name: 
	Signature: 

	Position: Secretary, XXX
	Date: Click or tap to enter a date.

	Request Endorsed: Yes ☐ No ☐
	




SSMO Approval
	Recommendation
	

	Name: 
	Signature: 

	Position: 
	Date: Click or tap to enter a date.

	Recommendation: Approve ☐ Decline ☐
	

	Comments:



	
	

	Endorsement
	

	Name: 
	Signature: 

	Position: Manager Employment Policy and Programs
	Date: Click or tap to enter a date.

	Recommendation endorsed? Yes ☐ No ☐
	

	
	

	Approval
	

	Name: 
	Signature: 

	Position: Director, Workforce Strategy
	Date: Click or tap to enter a date.

	Request Approved: Yes ☐ No ☐
	



Where approval is granted, it is granted under delegation from the Head of the State Service. In accordance with Employment Direction 1 and Employment Direction 7, the essential requirements and/or pre-employment check must be included in the Statement of Duties for this position, as well as in any vacancies advertised.
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