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	Fair Work

Ombudsman
	Fair Work 
Information Statement


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.
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. A maximum standard working week of 38 hours for full-time employees, plus ‘reasonable’ additional hours.

2. A right 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 occasion. 

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

7. Long service leave.

8. Public holidays and the entitlement to be paid for ordinary hours on those days.

9. 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.

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 covers employees who are 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 $108,300 annually (indexed), 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.

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.

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 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.

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).

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.

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. 

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: December 2009.
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	Employee Details Form

ACT Public Service
	


	Instructions


	All new ACT Public Service employees must complete a Pre-employment Check Package prior to commencing employment.  The purpose of the package is to:

· facilitate mandatory ACTPS pre-employment checks as required by the Public Sector Management Act 1994 (Section 5.3, Clause 68);
· provide employees with important information regarding their obligations as public service employees; and
· collect personal information necessary for the commencement of salary action including superannuation, taxation and banking arrangements and employee equity and diversity details to meet ACTPS reporting requirements.

Personal information is collected by Shared Services on behalf of ACTPS agencies. Information collected will only be used for the purpose for which you gave it and will not be disclosed to other persons or organisations without your prior consent unless where required by law.

Offers of employment are made on the basis that the applicant/employee satisfies all pre-employment checks relevant to the ACTPS and any other identified position specific requirements.  Further information about the ACTPS Pre-employment Package is provided on the Shared Services website at http://www.sharedservices.act.gov.au/resources.asp


	Employee Checklist

	Mandatory Documents – you must complete and return the following documents with your employment contract or acceptance of appointment

 FORMCHECKBOX 

Employee Details Form

 FORMCHECKBOX 

General Obligations of Public Employees Form
 FORMCHECKBOX 

Acceptable Use of IT Resources Policy

 FORMCHECKBOX 

Superannuation Documents:
Acknowledgement of Receipt of Information



Employer Contribution Rate Form
 FORMCHECKBOX 

Choice of Superannuation Fund form – Standard Form
 FORMCHECKBOX 

Criminal History Record Check
 FORMCHECKBOX 

Self Disclosure Form
 FORMCHECKBOX 

Tax File Number Declaration Form 

Mandatory Evidentiary Documents – you must provide a certified true copy (i.e. original document sighted, copied and signed by a Justice of the Peace, Police Officer or a Public Servant with 5 years service) of the following documentation

 FORMCHECKBOX 
 Proof of Date of Birth

Birth Certificate or a Current Passport.

 FORMCHECKBOX 
 Proof of Change of Name

Marriage Certificate, Change of Name Deed Poll or Decree Nisi

 FORMCHECKBOX 
 Proof of Australian 


 Citizenship

Persons with residency status may apply for Permanent Employment in the ACTPS.

Persons without residency status may be eligible to apply for temporary or casual employment depending on the provisions of their Visa.

 FORMCHECKBOX 
 Qualifications and 


 Registration Certifications

Agencies may wish to sight original documents for positions that require qualifications or registration.

Optional Documents – these documents may be provided at any time prior to or after commencement and should be forwarded directly to the relevant Payroll team in the Payroll & Personnel Services Section

 FORMCHECKBOX 

Recognition of Prior Service – Information & Instructions
 FORMCHECKBOX 

Recognition of Prior Service - Sample Letter
 FORMCHECKBOX 

Recognition of Prior Service for Long Service Leave and Sick Leave Purposes – Application Form
   


	Personal Details

	Family Name:       
Given Names:       
Title:       
Preferred Name:       
Date of Birth:    /  /    
Gender:   FORMDROPDOWN 

Residential Address:
     



     
Postal Address:

     



     
Tel (after hours):       
Tel (business hours):       
Mob:       
Email:       
Important Information regarding Payslip/Payment Summary distribution

Where possible the ACT Government prefers to distribute payslips and payment summaries (formerly referred to as Group Certificates) via email, in PDF (portable document file) format.

· Electronic distribution is speedier than a paper-based version.

· Once you have been allocated an ACT Government email address, this address can be used to distribute payslips and payment summaries.

· Using an ACT Government email address ensures protection of your email.

· Payment Summaries can only be delivered to an ACT Government email address. If you elect to receive an electronic payslip to an ACT Government email address you will also receive your Payment Summary to this email address. 

· If you elect to receive a paper-based payslip or electronic to a private email address you will receive a paper-based Payment Summary to your residential address.

Preferred method of delivery for payslip (tick box):

 FORMCHECKBOX 
 electronic to above email account

 FORMCHECKBOX 
 electronic to above email account and when available change to ACT Government email account


Disclaimer:  Employees who elect to receive their payslips at a private email address outside the ACT 
Government networks, acknowledge that the ACT Government is not able to protect your email once it leaves 
the secure network.
 FORMCHECKBOX 
 paper-based to  FORMDROPDOWN 
 address above

 FORMCHECKBOX 
 paper-based to  FORMDROPDOWN 
 address above and when available change to electronic version delivered to an ACT Government email account.

   

	Emergency Contact Details

	Name:       
Relationship:       
Residential Address:
     








     





Email:       
Tel (after hours):       
Tel (business hours):       
Mob:       
   

	Bank Account Details

	Provide the details of the account that your pay is to be deposited into.
Name of Financial Institution:       
Branch number (BSB):
     
Branch name:
     
Account number:
     
Account name:
     
Provide the details of an account if you wish to commence a fixed deduction from your fortnightly pay.

Name of Financial Institution:       
Amount to be deducted:  $     
Branch number (BSB):
     
Branch name:
     
Account number:
     
Account name:
     
   


	Superannuation Details

	Are you currently contributing or have current membership in either of the following schemes?
 FORMDROPDOWN 

      What is your current employment status?



                                        FORMDROPDOWN 

If no, will you be working for both agencies? 






 FORMDROPDOWN 

Are you on Leave Without Pay from your current employer? 




 FORMDROPDOWN 

Please provide your AGS or Superannuation contributor number.




     
Please provide the date you ceased employment with a previous employer where you 
contributed to the CSS/PSSdb:                                                                                                               
If you have a preserved/deferred PSSdb membership you must complete a Confidential Medical and Personal Statement (CMAPS) available at http://www.pss.gov.au/documents/forms/CMAPS.pdf.  The completed CMAPS should be returned with all other pre-employment documents.

	 Equity and Diversity Details

	Completion of this section of the form is encouraged but is not compulsory

The ACT Public Service collects information on EEO groups for statistical purposes only.  This information is used for reporting purposes and for the development of equity and diversity programs.  All reporting is in the form of aggregate tables from which individuals cannot be identified.  Information collected from this section will only be used in accordance with the provisions of the Commonwealth Privacy Act 1988 and will be held as Staff In Confidence.  Information from this section will not be used for future employment or selection purposes.

Are you an Aboriginal or Torres Strait Islander?
 FORMDROPDOWN 

Were you born in Australia?  

 FORMDROPDOWN 

If you were not born in Australia, in what year did you arrive?

    
Was English the first language you spoke?

 FORMDROPDOWN 

If English was not the first language you spoke, what was the other language?

     
Was English the first language spoken by your mother?

 FORMDROPDOWN 

Was English the first language spoken by your father?

 FORMDROPDOWN 

Do you have a disability (note definition below)?
 FORMDROPDOWN 

If you answered yes to having a disability, what is the nature of the disability?

     
Disability is defined as:

· total or partial loss of a bodily function

· total or partial loss of a part of the body

· malfunction of a part of the body

· malformation or disfigurement of a part of the body

· an intellectual disability or developmental delay

· the presence in the body of organisms that cause or are capable of causing disease

· an illness or condition that impairs a person’s thought processes, perception of reality, emotions or judgement or which results in disturbed behaviour

  

	Employee Declaration

	I declare that the information provided on this form and given in my application including my employment history is true and correct.

I declare that any academic and/or professional qualifications submitted with my application are genuine.

I give permission for the relevant educational/training institution to be contacted for verification of my qualifications.

I understand that giving false or misleading information may result in prosecution, fines and/or termination of employment.
Signed:









Date:    /  /    
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General Obligations of Public Employees Form

	Instructions

	Officers and employees are asked to:

· read the following two pages regarding;

· General Obligations of Public Employees

· Second Jobs

· Unauthorised Disclosure of Information

· sign the acknowledgement at the foot of this form.

	Public Sector Management Act 1994

Division 2.1 Section 9 - General obligations of public employees
A public employee shall, in performing his or her duties: 

(a) exercise reasonable care and skill;

(b) act impartially;

(c) act with probity;

(d) treat members of the public and other public employees with courtesy and sensitivity to their rights, duties and aspirations; 

(e) in dealing with members of the public, make all reasonable efforts to assist them to understand their entitlements under the laws of the Territory and to understand any requirements which they are obliged to satisfy under those laws; 

(f) not harass a member of the public or another public employee, whether sexually or otherwise; 

(g) not unlawfully coerce a member of the public or another public employee; 

(h) comply with this Act, the management standards and all other Territory laws; 

(i) comply with any lawful and reasonable direction given by a person having authority to give the direction; 

(j) if the employee has an interest, pecuniary or otherwise, that could conflict, or appear to conflict, with the proper performance of his or her duties— 

(i) disclose the interest to his or her supervisor; and 

(ii) take reasonable action to avoid the conflict; 

as soon as possible after the relevant facts come to the employee’s notice

(k) not take, or seek to take, improper advantage of his or her position in order to obtain a benefit for the employee or any other person; 

(l) not take, or seek to take, improper advantage, for the benefit of the employee or any other person, of any information acquired, or any document to which the employee has access, as a consequence of his or her employment; 

(m) not disclose, without lawful authority— 

(i) any information acquired by him or her as a consequence of his or her employment; or 

(ii) any information acquired by him or her from any document to which he or she has access as a consequence of his or her employment; 

(n) not make a comment that he or she is not authorised to make where the comment may be expected to be taken to be an official comment; 

(o) not make improper use of the property of the Territory; 

(p) avoid waste and extravagance in the use of the property of the Territory; 

(q) report to an appropriate authority— 

(i) any corrupt or fraudulent conduct in the public sector that comes to his or her attention; or 

(ii) any possible maladministration in the public sector that he or she has reason to suspect




Jobs
	Second Jobs

	Section 244 of the Public Sector Management Act 1994.

(1)  An officer shall not, except in accordance with the written approval of the relevant Chief Executive or as otherwise provided by the management standards:-

(a)
accept or continue in employment:-



(i) with the Commonwealth, a State, another Territory or the government of a foreign country; or



(ii) in or under any public or municipal corporation;

b) accept or continue to hold or discharge the duties of, or be employed in a paid office in connection with, any business whether carried on by any corporation, company firm or individual;

c) engage in or undertake business of the kind referred to in paragraph (b), whether as principal or agent;

d) engage or continue in the private practice of any profession or trade, or enter into any employment whether remunerative or not, with any person, company or firm who or which is so engaged;

e) act as a director of a company or incorporated society, otherwise than in accordance with the requirements of the duties of the office held by the officer or otherwise on behalf of the Territory; or

f) accept or engage in any other remunerative employment.

(2)  Nothing in subsection (1) shall be deemed to prevent an officer from becoming a member or shareholder only of any incorporated company or of any company or society of persons registered under any law in any State or elsewhere.

In addition, section 35 of the Act makes the same provision for Chief Executives:

A Chief Executive shall not, except in accordance with the written approval of the Chief Minister, accept or engage in any remunerative employment other than in connection with the performance of his or her duties in the Service.

	Unauthorised Disclosure of Information

	Unauthorised disclosure, or leaking, of official information is a breach of the Code of Ethics (Section 9 of the Act) and potentially of the Crimes Act 1900 (ACT).

Section 153(1) of the Crimes Act 1900 (ACT), states:

‘(1)  A person who, being an officer of the Territory, publishes or communicates except to some person to whom he or she is authorised to publish or communicate it, any fact or document which comes to his or her knowledge, or into his or her possession, by virtue of him or her being an officer of the Territory and which it is his or her duty not to disclose, is guilty of an offence punishable, on conviction, by imprisonment for a period not exceeding 2 years.’

	Acknowledgement

	I,............................................................................................................…...hereby acknowledge I have read the provisions of Section 9 of the Public Sector Management Act 1994, Section 153(1) of the Crimes Act 1900 (ACT) and Section 244 of the Public Sector Management Act 1994.  I understand that if I breach the Public Sector Management Act 1994 I may be subject to disciplinary action under the relevant industrial instrument.  Such action may include a range of penalties up to and including termination of my employment.  However, nothing in this acknowledgement should be taken to discourage the disclosure of conduct that is “disclosable conduct” within the meaning of the Public Interest Disclosure Act 1994.










…../……/………




(Signature)


	 SHAPE  \* MERGEFORMAT 



	Acceptable Use of ICT Resources Policy

ACT Public Service


	Instructions

	To view the Acceptable Use of ICT Resources Policy in its entirety go to  http://www.sharedservices.act.gov.au/docs/Acceptable_ICT_Use_Policy.doc 

	Acknowledgement

	I, …………………………………………………………………..………………….

   (PRINT FULL FIRST, MIDDLE & SURNAME – BLOCK LETTERS and in INK)

(a) acknowledge that I have read and understood the Whole-of-Government Acceptable Use of ICT Resources Policy

(b) agree to abide by the requirements for access and use of these resources

(c) acknowledge that the ACT Government may authorise access to user logs in the event that there is a perceived threat to the:

· System security

· Privacy of staff

· Privacy of others

· Legal liability of the ACT Government.

This signed acceptance is valid for the period of employment with the ACT Government, or until a revised statement is deemed to be necessary as determined by the ACT Government.

Signature: …………………………………………………………………………..

Date: ………………………………….................................................

Position Held: ………………………………………………………………......
Note: Use of the full name is important.  Do not use abbreviated or nicknames (e.g. Shelley for Michelle, Meg for Margaret, etc.) unless it is your formal name.
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	Workplace Privacy Policy

ACT Public Service

	
	

	Instructions

	To view the Workplace Privacy Policy statement in its entirety go to: Workplace Privacy Policy


	Acknowledgement

	I, …………………………………………………………………..………………….. 

(PRINT FULL FIRST, MIDDLE & SURNAME – BLOCK LETTERS and in INK) 

a) acknowledge that I have read and understood the Whole-of-Government Workplace Privacy Policy statement 

b) acknowledge that in the course of my employment with the ACT Government, I may be monitored and my workplace may be under surveillance through: 

· Data Surveillance 

· Optical Surveillance (cameras and CCTV)

· Tracking Surveillance  

This signed acceptance is valid for the period of employment with the ACT Government, or until a revised statement is deemed to be necessary as determined by the ACT Government. 

Signature: …………………………………………………………………………. 

Date: …………………………………................................................... 

Position Held: ………………………………………………………………...... 

Note: Use of the full name is important. 

Do not use abbreviated or nicknames (e.g. Shelley for Michelle, Meg for Margaret, etc.) unless it is your formal name.



Send completed forms to:
Education and Training Directorate, Recruitment Services

GPO Box 158, Canberra ACT 2601

OR

Scan and email to det.sims@act.gov.au 
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