
Overview of the Reappointment Process 
 
 

Timeline before 
contract expiry 
date: 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

HR to advise manager at least 6 months 
prior to a direct report’s fixed term contract 
end date 6-8 months 

Manager advises and provides feedback 
to incumbent.  HR to send formal letter 
advising contract will end as per expiry 
date 

No 

Recommendation of further contract and any revised 
remuneration approved by delegated officer.  HR to prepare 
new contract of employment 

Review panel meets and ‘interviews’ incumbent and 
recommends further appointment 

Review Panel established by area,  
meeting date arranged and incumbent 
advised of timelines 

Manager undertakes review of 
requirements of role 

Role requirements substantially 
different 

Once approved, Manager to advise 
incumbent in writing of Reappointment 
review process 

Once approved, Manager to advise 
incumbent and HR.  HR to send formal 
letter advising incumbent contract will end 
as per expiry date 

Role no longer required 

Once approved, Manager to advise 
incumbent and selection process initiated 
(advertisement prepared etc) 

Yes 

4 -6 months 

Role requirements substantially similar 


