Northern Territory Public Sector Internal Placement Checklist

To assist agencies finalise placement requirements 

When organising an employee placement with another agency, consideration should be given to and agreement reached on the following:
· The dates and period of the placement.

· Purpose of the placement.

· Position title and duties to be performed, job description should be provided.

· Payment of the employee’s salary.

· Responsibility for workers compensation.

· The health and safety of the employee and provisions of a safe work environment.

· Day to day management of workload and supervision of employee.

· Management of employment conditions and approval of leave.

· Management of performance and provision of development opportunities.

· Transfer of funds or reimbursement of costs involved with the placement.

· Confidentiality and/or copyright issues.

· Resolution of disputes in relation to the placement and its operation.

· Management of disciplinary matters.

· Review and monitoring of arrangements.

· Arrangements on expiry or termination of the placement.

· Contact details for agency representatives.

· Acknowledgement of arrangements by agency representatives and employee.
NB: Where placement of the employee is at the same or lower designation, the merit principle does not apply. Any placement that is greater than six months and involves a promotion must be filled through the normal merit selection process.
