
 RMIT Classification: Trusted#

Consultation/
Lead on process

A  [tick] means the individual in the role has the relevant authority and 
is required to approve the action in workday. 

Section Subject Description

Line Manager
(Note this is the Line 
Manager of the 
employee who puts 
request in system)

Line 
Manager + 1 

DOA
Senior People Partner or 
equivalent  in entities 

Recruitment Vacant position Recruit to a vacant position within the employing entity location (e.g.. 
RMIT University in Australia)
Note: local area and finance approvals will apply. 
Refer to Global Mobility for any international recruitment

 

Recruitment New position Create a new position in structure  within the employing entity location 
(e.g.. RMIT University in Australia)
Note: local area and finance approvals will apply. 
Refer to Global Mobility for any international recruitment

 
 DOA (any level, 
noting this will be off 

system)


Recruitment Direct appointment Appoint to a position without advertising  within the employing entity 
location (e.g.. RMIT University in Australia).
Note: local area and finance approvals will apply.  
Refer to Global Mobility for any international recruitment

 

Conversion Casual conversion Authorise the conversion of a casual professional employee e.g. RMIT 
University in Australia. Note that it appointment will be processed in 
Workday following offline approvals

   DOA 3  (+ PWR) 

Remuneration Casual rates Authorise a Casual rates above relevant EA provisions  - Noting will be 
actioned in Workday following approval following offline approvals  

Remuneration One time payments, including sign on bonus Authorise a one-time payment to an employee  (Australia and Spain 
only)  - Noting will be actioned in Workday following approval following 
offline approvals  

  

Remuneration Salary change Authorise an update to an employee's salary. This includes SSEE salary 
changes and increment increases. 

  

Approvals 
Delegated authority – RMIT Group including controlled entities 

DOA 1 -  DVC, COO, CFO, Head of Portfolio, CEO 
DOA 2 - Head of School, Head of Department e.g. CIO

DOA 3 - Head of Discipline, Head of Team
Where DOA (any) is listed, DoA required will be based on the initiator/ 

requestor's hierarchy as listed within Workday

Recruitment

Remuneration and allowances
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Allowances Allowances Authorise one of the following allowances be provided to an employee: 
Academic & Teaching Leadership; ​ Higher Duties; ​ Academic Merit; ​ VE 
Industry; ​ Mobile phone ​; Market Allowance
NB: employee's line manager will request an allowance in Workday   

Leave Leave Annual Leave


Only if escalated in 
Workday

Leave Leave Assessment Leave
Mgr Notified

Leave Leave Bereavement Leave
Mgr Notified

Leave Leave Blood Donor Leave 
Mgr Notified

Leave Leave Casual Absence
Mgr Notified

Leave Leave Career Break (LoA)
Mgr Notified 

Leave Leave Changing Residence Leave
Mgr Notified

Leave Leave Compassionate Leave
Mgr Notified

Leave Leave Cultural Leave
Mgr Notified

Leave Leave Domestic and Family Violence Leave
n/a

Leave Leave Foster - primary carer (LoA)


Leave Leave Firefighting and Emergency Leave
Mgr Notified

Leave Leave Gender Affirmation Leave


Leave Leave Industrial Relation Leave (LWOP)
Mgr Notified

Leave Leave IR training 
Mgr Notified

Leave Leave Isolation leave
Mgr Notified

Leave Leave Jury / Court Attendance
Mgr Notified

Leave Leave Leave without Pay (LWOP): in all circumstances except items set out in item 
below.  

Leave Leave Leave without Pay (LWOP): Accompanying Spouse, Cultural Leave, 
Parlimentary Candidate, Sporting Event and Study Leave  

Leave Leave Long Service Leave / Long Service Leave half pay)


Leave Leave Military training Leave
Mgr Notified

Leave Leave Parental Leave 


Leave - authorise the following types of leave to be taken by an employee (RMIT University, RMIT Training and RMIT Online only)
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Leave Leave Personal Leave - Sick Carers / Personal Leave - Sick Carers in advance
Mgr Notified

Leave Leave PhD completion leave 
Mgr Notified

Leave Leave Purchased Leave (Buying)
Mgr Notified

Leave Leave Repatriation Leave 
Mgr Notified

Leave Leave Sabbatical Leave


Leave Leave Safety training Leave
Mgr Notified

Leave Leave Sick leave - half pay 
Mgr Notified

Leave Leave Special Paid Leave
Mgr Notified  DOA (any) 

Leave Leave Sporting  Candidate / Event Leave
Mgr Notified

Leave Leave Study Leave


Leave Leave Teaching Staff Leave


Leave Leave Time in Lieu (TOIL)


Leave Leave Volunteer Leave
Mgr Notified

Leave Leave Research Leave
Mgr Notified

Leave Leave Worker’s Compensation Temporary Incapacity
n/a  HSW team

Leave Leave Temporary Incapacity (TI) - Return To Work (RTW)
n/a  HSW team

Leave Leave Temporary Incapacity No Accrual Unauthorised Leave (LWOP)
n/a  HSW team

Leave Leave Worker's compensation - Return to Work (RTW)
n/a  HSW team

Immigration assessments Immigration assessments with RMIT's Global Mobility 
Migration Partner 

Immigration assessments per visa subclass via RMIT's Global Mobility 
Migration Partner. 

Australia only: Refer to People Visa Guide for further information.

 
 DOA 3 (or cost 

centre owner)

Sponsored Visas Australia only: Temporary Skills Shortage (482), Temporary 
Activity Visa (408), and Permanent Residency Visa (186)

Approve Temporary Skills Shortage, Temporary Activity Visa,  and or 
Permanent Residency visa applications and sponsorship obligations. 

Refer to People Visa Guide for further information.
   DOA (2 or 3)

Assignment or Transfer 
Relocation Packages

External hire and Staff assignment or transfer relocation 
packages for  international or interstate assignments or 
transfers.

Approve a relocation package for all staff global mobility arrangements. 

Refer to Global Mobility Guideline for further information.
   DOA (2 or 3) 

Global Mobility 
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Allowances Relocation Allowance Authorise a once-off relocation allowance at the commencement of 
employment or as part of a specific employee assignment or transfer 
for international or interstate relocations. 
NB: employee's line manager will request an allowance in Workday and 
must ensure the relocation allowance aligns with the 
contract/assignment letter. 

  

Allowances Living Away From Home Allowance Authorise a Living Away From Home Allowance as part of a specific 
employee assignment, transfer or extended business travel 
arrangement. 
NB: employee's line manager will request an allowance in Workday, a 
Living Away From Home Declaration is required in advance of any 
allowance being paid and a People Connect ticket is required prior to 
travel commencing. 

  

Remote Working Domestic An interstate Remote Work Arrangement.

Instances to engage a People Partner: required if greater than 30 days 
in a 12 month period/regular arrangement

Refer to Global Mobility Guideline for further information.

   

Remote Working International An international Remote Work Arrangement.

Refer to Global Mobility Guideline for further information.
 

 DOA 1 or 
delegate (required if 
90 days or greater)



Remote Working Guideline exceptions Interstate or Domestic Remote Work Arrangements which are not 
covered by the Global Mobility Guidelines require exceptional approval. 
Refer to Global Mobility Guideline for further information.

   CPO + DOA 1 

Engagement Employment Offer Provide an employment offer (all employee types) outside of Australia, 
Vietnam or Spain

 
 CPO + DOA 1 
(Legal must also 

approve)


Probation Non-confirmation of or termination within probation Probation is automatically approved in Workday unless flagged by line 
manager. Listed approvals refer to offline approvals before actioning in 
Workday  

 CPO + DOA 
(any)  (+ PWR) 

Performance and conduct management 
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Performance Disciplinary action  
 CPO + DOA (1 

and 2)  

Performance School workload allocation model 
 DOA 1 

Performance Defer increment for VE or professional staff Noting will be actioned in Workday following offline approvals
   DOA (any) 

Performance Demotion or position change related to performance  Noting will be actioned in Workday following offline approvals
   DOA (any) 

Medical Independent medical examination 
  CPO  (+ HSW team)

Resignation Accepting resignation Accepting an employee's resignation


Resignation Variation of the Notice period Agree to a varied notice period for resignation or retirement. Suggest 
Line Manager seeks endorsement from Line Manager +1. Noting will be 
actioned in Workday following approval



Organisational change Organisational change or change proposal Business case development and approval of organisational change that 
impacts team/s

 
 CPO + DOA 1 or 

2 

Separation Redundancy/ retrenchment Authorise a Termination due to redundancy or retrenchment.  VC needs 
to be consulted. Noting will be actioned in Workday following approval 
following offline approvals 

 
 CPO + DOA 1 or 

2 

Separation Redundancy/ retrenchment for more than one person Authorise a team or multiple team change proposal that includes  
redundancy or retrenchment for more than one individual. 
Noting will be actioned in Workday following approval following offline 
approvals 

 
 CPO + DOA 1 or 

2 

Separation Early retirement Agree to an earlier retirement - Noting will be actioned in Workday 
following approval following offline approvals   

Separation Ill-health retirement/termination Agree to an earlier retirement due to ill health- Noting will be actioned 
in Workday following approval following offline approvals    DOA (any) 

Separation Mutual separation Authorise a mutual separation agreement - Noting will be actioned in 
Workday following approval following offline approvals  

 CPO + DOA 1 or 
2 

Separation and change 
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