Employer Approvals Forms
This Guide has been created to assist Agencies with the process required for submitting Employer Approvals for final approval by SSMO. 
Procedure and Guidelines
Purpose 
The Employer Approval Forms have been designed by SSMO to simplify and streamline the Employer Approvals process. This will ensure that Agencies are providing the details needed by SSMO to ensure we can assess whether the requirements of the relevant ED or PPS have been met are and provide an outcome. 
When to use 
There are forms for the following employer approvals requests: 
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· Promotion without advertising​
· Essential requirements​
· Pre-employment checks ​
· Employment registers​
· Extension of fixed-term contracts over 36 months​
· Change of employment status (Clause 12.C)​
· Agency specific recruitment programs​
· Leave without pay over 36 months
While these forms have been developed for SSMO’s use, you can also use them within your agency for internal approval before it reaches SSMO. If your Delegates require more and/or different information, you can include an additional memo with the form for these internal purposes. This information will not be assessed by SSMO. 
Required Information
The information required by SSMO is highlighted on the forms: 
· Request details: provide the pertinent details, for example, the position title and employee name as relevant. 
· Rationale/evidence: Each form lists the clause or criteria that must be met. Ensure that you provide enough rationale and/or evidence so the SSMO consultant can judge that the requirement is met. Don’t simply state that it has been met. Please ensure all areas highlighted are filled in.
· Approvals: You may wish to use this section within your agency to track the internal approvals process, however the only details that SSMO requires in this section is the HoA signature. 
· Attachments: Provide any attachments that will support your request. This usually includes a Statement of Duties or employment history table. 
Submission to SSMO
Please complete forms as Microsoft Word documents and email them to ssmo@dpac.tas.gov.au, ensuring that all relevant sections have been completed and signed off. If your HoA would like to print and sign the Employer Approval Form, please ensure you also attach the unsigned word version as an attachment in your email to SSMO. 
SSMO will return the completed form with an outcome marked, either approved or rejected. 
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