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Employer Approval Form – Promotion Without Advertising – Reclassification of Duties
Promotion without advertising
Clause 16.5 (Reclassification of Duties) of Employment Direction No. 1: Employment in the State Service
How to use this form: 
This form is to be used when an employee’s permanently assigned duties have been reclassified to a higher level as per Clause 16.5 of Employment Direction No.1: Employment in the State Service (ED1). Refer to pages 14-15 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:


	Employee Name/s:


	Current Position & Classification:


	Promotion Position & Classification: 




Justification
	Clause 16.2: The employee must be covered by TSSA, HAHSA or associated awards/agreements

	Rationale/Evidence from Agency




	SSMO Only: Yes ☐ No ☐
Comments:


	Clause 16.5: The employee must be permanent

	Rationale/Evidence from Agency




	SSMO Only: Yes ☐ No ☐
Comments:


	Clause 16.5a: The classification of the duties must be higher than those the employee was initially appointed/promoted to

	Rationale/Evidence from Agency




	SSMO Only: Yes ☐ No ☐
Comments:


	Clause 16.5b: There must be an ongoing need for the duties to be performed at a higher level 

	Rationale/Evidence from Agency




	SSMO Only: Yes ☐ No ☐
Comments:


	16.5c: The employee’s conduct and performance must be deemed satisfactory for the higher level 

	Rationale/Evidence from Agency






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 Section 40(2) of the State Service Act 2000, approval is on the condition that the Gazette is notified of the intention to promote without advertising. Any State Service employee aggrieved by the approved intention to promote may within 14 days of the notification make an application to the Tasmanian Industrial Commission for review of that action. If no application is received within 14 days, the promotion is to be notified in the Gazette.
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