Engaging employees (labour hire, contractor, consultant)

Business Support,
Manager Procurement Information Technology,
Payroll etc.

Identifies the need to engage a
non-APS employee

Ensures potential cost is within

financial delegation and seeks

SES approval to engage a non-
APS employee

v

Determines the type of non-
employee required using the
definitions on the Non-APS
Employee Notification Form

v

v

Liaises with Procurement to
ensure appropriate
procurement processes are >
followed and all relevant
information obtained

Provide advice and support to
managers to ensure

appropriate procurement
processes are followed

Completes the Non-APS
Employee Notification Form
and provides to Recruitment at
P least five (5) working days

before commencement

1

Yes

Completes the Non-APS
Employee Notification Form to
inform Recruitment of any changes
to non-APS employees’ contracts,
including changes to position title,
any extension or confirmation of
cessation






