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	This form is to be completed in order to engage Academic and Professional staff on a casual basis. 
All fields on this form are mandatory.
This form is processed by Local HR.
Enquiries regarding this form can be made to your Local HR Officer: http://go.unimelb.edu.au/y6x.
	Once this form has been completed it must be printed, signed, approved and sent to your Local HR Officer (together with a completed Tax File Number (TFN) Declaration) for processing.
Local HR must send the processed TFN Declaration to HR Specialist Services for retention.

	a. offer of employment

	offer summary

	The University of Melbourne (the University) offers to engage the services of
	                               
	(staff 
member)

	in
	     
	(Organisation Unit Name)
	on a casual basis to perform the duties set out below.

	Employment Period
	Start date
	     
	End date
	     

	conditions of employment

	Unless otherwise specified, employment will be subject to the University’s collective Enterprise Agreement, Council policies as well as University Statutes and Regulations as varied from time to time (available at http://www.unimelb.edu.au).
CONVERSION TO CONTINUING OR FIXED-TERM APPOINTMENTS: After serving qualifying periods, eligible casual professional staff may have a right to apply for conversion to continuing or fixed-term appointments. For further information please refer to: http://policy.unimelb.edu.au.

	duties

	Description
	Classification / 
$ rate per hour
	Expected number of hours
	Expected total $

	
	     
	     
	$     

	
	     
	     
	$     

	
	     
	     
	$     

	
	     
	     
	$     

	
	     
	[bookmark: Text60]     
	$     

	Subject (Academic duties only)
	     

	Account charging
	[bookmark: DepartmentCode][bookmark: SectionCode][bookmark: ProjectCode][bookmark: GroupCode][bookmark: ActivityCode][bookmark: LocationCode]  -   -  -     -   -  -  
	  -   -  -     -   -  -  

	
	  -   -  -     -   -  -  
	  -   -  -     -   -  -  

	Further detail on the definition of the above duties is available in the University Policy Manual: http://policy.unimelb.edu.au/UOM0115.1#section-1.1.2.1. 

	The expected hours are indicative only and may be subject to variation. 
The staff member will be paid for any additional duties undertaken by the staff member at the request of the University.

	supervisor details

	Name
	     

	Employee No#
	     
	Position No#
	     




	B. employee information  (must be completed by employee)

	Employee No 
	     
	Title
	     

	Family Name
	     
	Given Name(s)
	     

	Date of Birth
	     
	Gender
	|_| F      |_| M

	Have you worked at the University previously?
	|_| Yes      |_| No

	Preferred contact number
	     
	Email Address
	     

	work rights

	Proof of work rights must be forwarded to Local Human Resources with this form:
for new starters or previous employees; or
for current staff members who have not previously provided proof of work rights to Human Resources.
Proof of work rights may include a valid Australian or New Zealand passport, Australian birth or citizenship certificate or a valid foreign passport and visa. A driver’s licence is not valid for proof of work rights.

	TAX FILE DECLARATION

	New starters or previous employees must complete a Tax File Declaration form and forward to Local Human Resources with this form.
Current staff members who need to update their tax details should complete a Withholding Tax Declaration form.

	additional required information

	Existing staff members need only complete the following information if your details have changed
New or previous staff members must complete the following information.

	Residential address

	Street Address
	     
	Suburb
	     

	Country
	     
	State
	   
	Postcode
	    

	Financial institution details (for deposit of pay) 

	Name of financial institution
	     

	Branch and address
	     

	Name on account
	     

	BSB Code
	     
	Account Number
	     

	Emergency contact information

	Name
	     

	Address
	     

	Phone (BH)
	     
	Phone (AH)
	     




	

C. employment declaration and authority

	declaration by the staff member

	I accept this offer of employment in the terms prescribed by this contract.
I declare that I am legally allowed to work at the University of Melbourne and that this employment does not contravene visa restrictions about paid employment in Australia that apply to me. 
I declare that I am in possession of any necessary employment checks relevant to the position, eg: 
Working With Children Check - http://policy.unimelb.edu.au/UOM0102.1#section-4
Police Records Check - http://policy.unimelb.edu.au/UOM0102#section-3
I acknowledge that my employment conditions will be subject to applicable Agreements, Council policies as well as University Statutes and Regulations as varied from time to time. Refer to: http://www.unimelb.edu.au/ExecServ/Statutes.
I agree to abide by the University policy on sexual harassment and discrimination, available at: http://www.hr.unimelb.edu.au/advicesupport/dm/definitions.
I also declare that I have:
|_|   Attached a Tax File Declaration (previous and new employees).
|_|   Attached proof of work rights or have previously submitted a copy to Human Resources.
|_|   Completed the HR 15 HHAQ (if applicable) and forwarded to the University Health Service.
|_|   Completed Section B. Employee Information of this contract.

	Signature
	
	Name
	     

	
	
	Date
	     

	declaration on behalf of the university

	In endorsing this offer of employment I certify that: 
1. The staff member is an Australian citizen, permanent resident or has visa authorisation allowing this employment and I have received from this casual member proof of work rights, eg. valid Australian or New Zealand passport, Australian birth or citizenship certificate or a valid foreign passport and visa. 
Where the staff member is likely to be exposed in the course of their employment to known occupational hazards outlined in the HR 15 Health and Hazard Assessment Questionnaire (HHAQ) form (available from http://www.hr.unimelb.edu.au/benefits/forms), that a HHAQ form has been completed on behalf of the University and by the employee and forwarded to the University Health Service. 
this appointment will not breach University policy with regard to personal relationships, employment and staffing (available at http://policy.unimelb.edu.au/UOM0109.1#section-10). 
There is no conflict of interest (eg close personal relationships, financial interests, contractual relationships or possession of a particular interest or point of view in respect to this appointment) which influence the impartiality or fairness of this appointment. 
I have sighted any necessary employment checks relevant to the position, eg:
Working With Children Check - http://policy.unimelb.edu.au/UOM0102.1#section-4
Police Records Check - http://policy.unimelb.edu.au/UOM0102#section-3

	Supervisor’s Signature
	
	Name
	     

	
	
	Date
	     

	Signature of Level 2 Delegate†
	
	Name
	     

	
	
	Date
	     

	†Level 2 delegates include Heads of Department, Department Managers, Deputy Heads, Deputy Principals and identified positions with significant resource management responsibilities which report to a Vice-Principal. 

	privacy information
	Information collected on this form will become part of your employment record.
It will be stored securely and only used or released in accordance with the University’s privacy policy which is available from www.unimelb.edu.au/unisec/privacy.
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From 1 January 2010, this Fair Work Information Statement is to be provided to all new employees by their employer as soon as possible
after the commencement of employment. The Statement provides basic information on matters that will affect your employment. If you
require further information, you can contact the Fair Work Infoline on 13 13 94 or visit www.fairwork.gov.au.

4 The National Employment Standards

The Fair Work Act 2009 provides you with a safety net of minimum terms and conditions of employment through the National
Employment Standards (NES).

There are 10 minimum workplace entitlements in the NES:

1. Amaximum standard working week of 38 hours for full-time employees, plus reasonable’additional hours.

2. Aright to request flexible working arrangements to care for a child under school age, or a child (under 18)
with a disability.

3. Parental and adoption leave of 12 months (unpaid), with a right to request an additional 12 months.

4. Four weeks paid annual leave each year (pro rata).

5. Ten days paid personal/carer’s leave each year (pro rata), two days paid compassionate leave for each permissible occasion,
and two days unpaid carer’s leave for each permissible accasion.

6. Community service leave for jury service or activities dealing with certain emergencies or natural disasters. This leave is
unpaid except for jury service.

Long service leave.
Public holidays and the entitlement to be paid for ordinary hours on those days.
Notice of termination and redundancy pay.

10. The right for new employees to receive the Fair Work Information Statement.

A complete copy of the NES can be accessed at www.fairwork.gov.au. Please note that some conditions or limitations may apply to
your entitlement to the NES. For instance, there are some exclusions for casual employees.

If you work for an employer who sells or transfers their business to a new owner, some of your NES entitlements may carry over to the
new employer. Some NES entitlements which may carry over include personal/carer’s leave, parental leave, and your right to request
flexible working arrangements.

4 Modern awards

In addition to the NES, you may be covered by a modern award. These awards cover an industry or occupation and provide additional
enforceable minimum employment standards. There is also a Miscellaneous Award that may cover employees not covered by
any other modern award.

Modern awards may contain terms about minimum wages, penalty rates, types of employment, flexible working arrangements,
hours of work, rest breaks, classifications, allowances, leave and leave loading, superannuation, and procedures for consultation,
representation, and dispute settlement. They may also contain terms about industry specific redundancy entitlements.

If you are a manager or a high income employee, the modern award that covers your industry or occupation may not apply to you.
For example, where your employer guarantees in writing that you will earn more than the high income threshold, currently set at
$113,800 per annum and indexed annually, a modern award will not apply, but the NES will.

Transitional arrangements to introduce the modern award system may affect your coverage or entitlements under a modern award.

4 Agreement making

You may be involved in an enterprise bargaining process where your employer, you or your representative (such as a union or other
bargaining representative) negotiate for an enterprise agreement. Once approved by Fair Work Australia, an enterprise agreement is
enforceable and provides for changes in the terms and conditions of employment that apply at your workplace.

There are specific rules relating to the enterprise bargaining process. These rules are about negotiation, voting, matters that can and
cannot be included in an enterprise agreement, and how the agreement can be approved by Fair Work Australia.

You and your employer have the right to be represented by a bargaining representative and must bargain in good faith when
negotiating an enterprise agreement. There are also strict rules for taking industrial action. If you have enquiries about making,
varying, or terminating enterprise agreements, you should contact Fair Work Australia on 1300 799 675.
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4 Individual flexibility arrangements

Your modern award or enterprise agreement must include a flexibility term. This term allows you and your employer to agree to

an Individual Flexibility Arrangement (IFA), which varies the effect of certain terms of your modern award or enterprise agreement. IFAs
are designed to meet the needs of both you and your employer. You cannot be forced to make an IFA, however, if you choose to make
an IFA, you must be better off overall. IFAs are to be in writing, and if you are under 18 years of age, your IFA must also be signed by
your parent or guardian.

4 Freedom of association and workplace rights (general protections)

The law not only provides you with rights, it ensures you can enforce them. It is unlawful for your employer to take adverse action
against you because you have a workplace right. Adverse action could include dismissing you, refusing to employ you, negatively
altering your position, or treating you differently for discriminatory reasons. Some of your workplace rights include the right to
freedom of association (including the right to become or not to become a member of a union), and the right to be free from
unlawful discrimination, undue influence and pressure.

If you have experienced adverse action by your employer, you can seek assistance from the Fair Work Ombudsman or Fair Work
Australia (applications relating to general protections where you have been dismissed must be lodged with Fair Work Australia within
60 days).

4 Termination of employment

Termination of employment can occur for a number of reasons, including redundancy, resignation and dismissal. When your
employment relationship ends, you are entitled to receive any outstanding employment entitlements. This may include outstanding
wages, payment in lieu of notice, payment for accrued annual leave and long service leave, and any applicable redundancy payments.

Your employer should not dismiss you in a manner that is ‘harsh, unjust or unreasonable’ If this occurs, this may constitute unfair
dismissal and you may be eligible to make an application to Fair Work Australia for assistance. It is important to note that applications
must be lodged within 14 days of dismissal. Special provisions apply to small businesses, including the Small Business Fair Dismissal
Code. For further information on this code, please visit www.fairwork.gov.au.

4 Right of entry

Right of entry refers to the rights and obligations of permit holders (generally a union official) to enter work premises. A permit
holder must have a valid and current entry permit from Fair Work Australia and, generally, must provide 24 hours notice of their
intention to enter the premises. Entry may be for discussion purposes, or to investigate suspected contraventions of workplace laws
that affect a member of the permit holder’s organisation or occupational health and safety matters. A permit holder can inspect or
copy certain documents, however, strict privacy restrictions apply to the permit holder, their organisation, and your employer.

4 The Fair Work Ombudsman and Fair Work Australia

The Fair Work Ombudsman is an independent statutory agency created under the Fair Work Act 2009, and is responsible for
promoting harmonious, productive and cooperative Australian workplaces. The Fair Work Ombudsman educates employers and
employees about workplace rights and obligations to ensure compliance with workplace laws. Where appropriate, the Fair Work
Ombudsman will commence proceedings against employers, employees, and/or their representatives who breach workplace laws.

If you require further information from the Fair Work Ombudsman, you can contact the Fair Work Infoline on 13 13 94 or visit
www.fairwork.gov.au.

Fair Work Australia is the national workplace relations tribunal established under the Fair Work Act 2009. Fair Work Australia
is an independent body with the authority to carry out a range of functions relating to the safety net of minimum wages and
employment conditions, enterprise bargaining, industrial action, dispute resolution, termination of employment, and other
workplace matters.

If you require further information, you can contact Fair Work Australia on 1300 799 675 or visit www.fwa.gov.au.

The Fair Work Information Statement is prepared and published by the Fair Work Ombudsman in accordance with section 124 of the Fair Work Act 2009.

© Copyright Fair Work Ombudsman. Last updated: July 2010.
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