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CASUAL ACADEMIC STAFF APPOINTMENT FORM
 
Casual academic staff appointment form
Macquarie University Logo
Date of Birth (dd/mm/yy):
Date of Birth
SECTION 1 - EMPLOYEE DETAILS (to be completed by employee)
Section 1 of 3 - Employee details to be completed by employee.
Family Name:	
Family Name
 Other Name/s:	
Other names
 Gender:   	
Please select your gender using one of the two radio buttons which follow
Home address:
Home address
The following information is required if you are a new staff member or if your contact details have changed
The following information is required if you are a new staff member or if your contact details have changed. If they have not changed, please skip these fields.
 State:   	
State
 State:            
State
 Postcode:  	
Postcode
 Postcode:  	
Postcode
Postal address:
Postal address 
Contact number:   	
Contact number
(if different from home)
Required if postal address is different to your home address
 - Staff Number:   	
Request to enter staff number
Email address:
Email address
 ADDITIONAL INFORMATION
Additional information
- Hours per week:   	
Request to enter number of hours per week.
SECTION 2 - POSITION BUDGET INFORMATION (to be completed by local administrative staff)
Section 2 of 3 - Position budget information to be completed by or in conjunction with local administrative staff.
 Job no  	
Title field relating to a subsequent table: position or job number.
 Description (select from list)
Title field relating to a subsequent table: position type and description of the position which is selected from a series of drop down lists.
Hourly rate  	
Title field relating to a subsequent table: hourly rate of pay for the position.
No of hours  	
Title field relating to a subsequent table: anticipated number of hours for the position.
Total amount  	
Title field relating to a subsequent table: total amount for budgeting purposes.
Account code 1:	
Account code number one: You will be required to enter the account code into the two following fields.
/   	
blank field
Account code 2 (if req'd) :	
Account code number two: If there is more than one account code being used, you will be required to enter the account code into the two following fields.
/   	
blank field
Supervisor name:	
Supervisor name
A/C %	
Account code number two: Percentage to be costed to this account code for each hour of work performed, which should be entered in following field.
Admin contact name:	
Admin contact name.
A/C %	
Account code number one: Percentage to be costed to this account code for each hour of work performed, which should be entered in following field.
Ext:	
Supervisor extension number
Ext:         
Admin extension number
Financial Institution name: 
Financial Institution name
FINANCIAL INSTITUTION DETAILS (for deposit of pay)  
Financial institution details for deposit of pay  
Branch name:
Branch name
 BSB number:
BSB number
Account holder's name (if different from above):
Account holder's name 
 BUDGET PERIOD 
Budget period for position or positions.
 Account number:  
Account number
-   	
field containing a dash.
(max. 9 digits)
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Have you been employed with Macquarie University before?
Have you been employed with Macquarie University before? You will be required to respond yes or no. If yes, you will be asked to enter your eight digit staff number.
 Do you have other work commitments at Macquarie this semester/year?
Do you have other work commitments at Macquarie this semester/year? You will be required to respond yes or no. If yes, you will be asked to enter the approximate number of hours per week.
Faculty/Office:
Faculty or Office:
Budget unit code: 
Budget Unit code:
Preferred Name:	
Preferred name: If you are known by another name, please enter this in the following field.
(legal name)
The other name/s you enter should be your name/s as they appear on your formal identification.
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Employee Appraisal
SECTION 3 - EMPLOYMENT DECLARATION AND AUTHORITY
Section 3 of 3 - Employment declaration and authority.
 DECLARATION BY EMPLOYEE 
Declaration by employee. The text contained within the following section requires the employee to acknowledge and agree to all the conditions by signing.
	     a. Tax File Declaration form
a. Tax File Declaration form. You will be required to select either "attached" or "previously supplied" from the following two radio buttons.
1.         I accept this offer of employment in the terms prescribed by this contract.
2.         This employment does not contravene any visa restrictions about paid employment in Australia that apply to me.
3.         I acknowledge that my employment conditions will be subject to the applicable awards and Agreements, University policies and University Statutes and Regulations as varied from time to time, but these do not form part of this contract.
4.         I accept that:
         a. this is a casual appointment that does not carry any entitlement to ongoing employment;
         b. this employment contract can be terminated by the giving of one (1) hours notice by either party
         c. the content of this contract supersedes all prior discussions, communications and arrangements; between me and the University and represents the entire conditions of the appointment offered.
         d. the hours indicated are approximate and payment is subject to completion of work and submission of an approved timesheet
5.         I understand that superannuation benefits to which I am entitled will be paid by the University on my behalf to UniSuper Management Pty Ltd, in accordance with current superannuation legislation.
6.         I confirm I will complete the Online OHS induction within 1 (one) month of commencement.
7.         I am aware of the Fairwork Information Statement.
8.         I have attached or previously supplied the following:  
1.	I accept this offer of employment in the terms prescribed by this contract.2.	This employment does not contravene any visa restrictions about paid employment in Australia that apply to me.3.	I acknowledge that my employment conditions will be subject to the applicable awards and Agreements, University policies and University Statutes and Regulations as varied from time to time, but these do not form part of this contract.4.	I accept that:	a. this is a casual appointment that does not carry any entitlement to ongoing employment;	b. this employment contract can be terminated by the giving of one (1) hours notice by either party	c. the content of this contract supersedes all prior discussions, communications and arrangements; between me and the University and represents the entire conditions of the appointment offered.	d. the hours indicated are approximate and payment is subject to completion of work and submission of an approved timesheet5.	I understand that superannuation benefits to which I am entitled will be paid by the University on my behalf to UniSuper Management Pty Ltd, in accordance with current superannuation legislation.6.	I confirm I will complete the Online OHS induction within 1 (one) month of commencement.7.	I am aware of the Fairwork Information Statement.8.	I have attached or previously supplied the following:  
	     c. Curriculum Vitae
c. Curriculum Vitae. You will be required to select either "attached" or "previously supplied" from the following two radio buttons.
	     b. Proof of right to work in Australia
b. Proof of right to work in Australia. You will be required to select either "attached" or "previously supplied and still valid" from the following two radio buttons.
 Employee signature:
Employee signature: Signature required in the following field. The format of the signature must be an image file (for example, .jpg).
 DECLARATION ON BEHALF OF MACQUARIE UNIVERSITY 
Declaration on behalf of Macquarie University.
I approve the above offer and confirm that:
1.         The appointee has proof of right to work in Australia. The original has been sighted and a copy provided.
2.         The appointee is appropriately qualified and/or experienced to carry out the proposed duties.
3.         This appointment is covered by the applicable Macquarie University Enterprise Agreement.
I approve the above offer and confirm that:1.	The appointee has provided proof of right to work in Australia.2.	The appointee is appropriately qualified and/or experienced to carry out the proposed duties.3.	This appointment is covered by the applicable Macquarie University Enterprise Agreement.
 Name of approver*:
Name of approver: This must be the Head of Department, HR delegate or other authorised delegate.
 Signature:
Signature of approver: Signature required in the following field. The format of the signature must be an image file (for example, .jpg).
HR USE ONLY
HR Use only
All attachments correct and appointment processed:	
Attachments correct: Write initials in following field to confirm attachments are correct.
 WORK RIGHTS
Work Rights
Proof of right to work in Australia must be attached to this form for all new staff or staff who have not                                                          previously provided this information to Human Resources.  
Proof may include a valid Australian or New Zealand passport, Australian Birth certficate and/or citizenship certificate or a valid foreign passport and visa. A driver's licence is not valid for proof of right to work in Australia.
Proof of right to work in Australia must be attached to this form for all new staff or staff who have not previously provided this information to Human Resources.  Proof may include a valid Australian or New Zealand passport, Australian Birth certficate and/or citizenship certificate or a valid foreign passport and visa. A driver's licence is not valid for proof of right to work in Australia.
   * Approver must be Head of Department, HR delegate or other authorised delegate.
	     d. Qualifications 
d. Qualifications. You will be required to select either "attached" or "previously supplied" from the following two radio buttons.
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