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APPLICATION FOR CONVERSION 

PROFESSIONAL STAFF 

Please complete this form when applying for conversion of fixed term to continuing 
employment. Staff member to complete section 1 to 4 and forward to Supervisor.

Name 

Position 

School/Unit 

College/Division 

Classification HEW Level Step 

1. RIGHT TO APPLY FOR CONVERSION

Our Enterprise Agreement provides fixed term staff with a right to apply for conversion if certain criteria are 
met. Please select which of the following applies to you. 

YES NO 

Were you employed in the fixed term position through a competitive and open 
selection process?  

Have you been employed in the fixed term position for more than 12 months? 

Have you been offered further fixed term employment? 

Attach PD

2. EVIDENCE TO SUPPORT CONVERSION APPLICATION

Please attach:

• If competitively recruited:
o Evidence of interview for fixed term position
o Completed PRD reports (MyHR)
o Email notification/manager correspondence offering further fixed term appointment

• If not appointed via competitive recruitment:
o Evidence staff member has matched performance and conduct expectations during their 

employment, this may include PRD reports
o Statement addressing Position Description essential criteria
o Email notification/manager correspondence offering further fixed term appointment

https://www.newcastle.edu.au/__data/assets/pdf_file/0010/943561/The-University-of-Newcastle-Professional-Staff-Enterprise-Agreement-2023.pdf
https://www.newcastle.edu.au/current-staff/working-here/managing-and-recruiting-staff/recruitment/position-description-templates
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4. FURTHER DETAILS

Are there any further details that should be considered in this application for conversion. 

Staff Member Signature Date 

3. IS THE POSITION ‘ONGOING IN NATURE’? YES NO 

Explain what has changed in your Unit/School that has resulted in the fixed term position being required on 
a continuing basis. 

YES NO 

Name and Title 

Signature Date 

YES NO 

Name and Title 

Signature Date 

Comments

6. HEAD OF DIVISION/SCHOOL/GENERAL MANAGER TO COMPLETE
Is this application supported for conversion?

5. SUPERVISOR TO COMPLETE
Is application for conversion supported?
Is there a continuing position in budget for the staff member to be converted to?

Forward completed and signed form 
to your HR Advisor

https://uonau.service-now.com/esc?id=kb_article&table=kb_knowledge&sysparm_article=KB0027431&searchTerm=hr%20client%20services


8. OUTCOME – to be completed by Delegate

Signature Date 
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7. ASSESSMENT - to be completed by Human Resources

Signature Date 

Name and Title
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