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Employer Approval Form – Change of Employment Status – Special and Exceptional Circumstances
Change of Employment Status
Clause 12C of Employment Direction No. 1: Employment in the State Service: Special and exceptional circumstances
How to use this form: 
This form is to be used when an employee’s employment status is to be changed for special and exceptional circumstances in line with Clause 12C of Employment Direction No.1: Employment in the State Service (ED1) and neither Clause 12A or 12B are applicable. Please provide sufficient evidence and/or rationale as to how the criteria have been met. Refer to pages 13 of ED1. 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 employment status:


	Position and classification: 


		
Justification 
	Clause 12C: In addition to Clauses 12A and 12B, A head of Agency may seek approval from the Head of the State Service to change the employment status of a fixed-term employee who does not satisfy the provisions of those clauses where the Head of Agency can demonstrate special and exceptional circumstances exist:

	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.
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