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	Application for Employment as 
Casual/Temporary 
Administrative or School Support Staff
in ACT Public Schools and Central Office

	
	
	

	Title       Surname      
	
	Given Names      

	Address
	
	Phone

	     
	
	Home:
(  )      

	
	
	Work:
(  )      

	
	
	Mobile:
     

	State:
	     
	Postcode:
	     
	
	E-mail:
     

	Have you previously been employed by the Education and Training Directorate?                 Yes  FORMCHECKBOX 
 / No  FORMCHECKBOX 


                                                                                                               If yes, what year?                        

                                                                                                               AGS Number (if known)             

	Have you accepted a redundancy package from the ACTPS in the last 2 years?                     Yes  FORMCHECKBOX 
 / No  FORMCHECKBOX 


	If yes, what was the date of your redundancy                                                                                   /    /     

	Are you an Australian Citizen/Permanent Resident?                                                                    Yes  FORMCHECKBOX 
 / No  FORMCHECKBOX 

If no, do you possess a current working visa?                                                                                Yes  FORMCHECKBOX 
 / No  FORMCHECKBOX 


	Only select the employment categories for the duties that you are able to perform.
Please refer to the ‘Areas of Employment & Duties’ information sheet attached.

	Areas of employment

 FORMCHECKBOX 
 Business Manager
 FORMCHECKBOX 
 Home Science Assistant
 FORMCHECKBOX 
 Preschool Assistant
 FORMCHECKBOX 
 General Assistant

 FORMCHECKBOX 
 School Admin Assistant
 FORMCHECKBOX 
 Indigenous Education Worker
 FORMCHECKBOX 
 Library Assistant
 FORMCHECKBOX 
 Defence Transition Mentor
 FORMCHECKBOX 
 Laboratory Assistant
 FORMCHECKBOX 
 Defence School Transition Aide

 FORMCHECKBOX 
 Technology Assistant

 FORMCHECKBOX 
 Information Communication Technology Assistant
	Learning Support Assistant

 FORMCHECKBOX 
 Mainstream

 FORMCHECKBOX 
 Special School/Settings

 FORMCHECKBOX 
 Autism

 FORMCHECKBOX 
 Bilingual Assistant
 FORMCHECKBOX 
 Vision Support Assistant
 FORMCHECKBOX 
 Communication Support Assistant

	 FORMCHECKBOX 
 Administrative Service Officer
                       FORMCHECKBOX 
 Executive Assistant

	Return application to:

Shared Services Centre

GPO Box 158

Canberra  ACT  2601
	Office use only:

Processing complete:  ____/____/____

Cleared by:
_____________

AGS No. ______/___________________


	Please list details of relevant employment (most recent first) - complete details on reverse if necessary

	Name of Employer
	Description of Duties
	Period of Employment

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	

	Please detail relevant qualifications and experience and attach copies of references and any other relevant information:      

	Do you wish to have a photo ID card (optional)
	You will be contacted to have your photo taken at the Education and Training Directorate’s Central Office
	Yes
	No

	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	SiMS:  Bookings for all casual staff must be made through the department’s School Staffing Integrated Management System (SiMS). Casual staff cannot be engaged by schools other than through SiMS. Casual staff will be provided log on details to the site and must enter and keep up to date, all their personal details on the system and schools must make all bookings through the system. By signing below you agree to your details being included on SiMS and made available to ACT public schools for the purposes of booking for employment. You further agree to keep your profile up to date at all times and that failure to do so may be grounds for the delegate to remove your name from the casual/temporary employment register.
Signature: .................................................................................     Date:      /    /     

	Office use only

Entered on SiMS                                FORMCHECKBOX 
                  
Entered on Access                             FORMCHECKBOX 
       
Letter                                                   FORMCHECKBOX 

Identification Card Sent                   FORMCHECKBOX 

Application Approved       
   /    /     





Areas of employment and duties
Listed below are the duties required to be performed for each employment category. The list is not comprehensive and duties may vary between schools. Only select the employment category/categories with the duties that you are able to perform.

Administrative Officer

· Duties will be those identified by the work area and may involve data processing, research and analysis, or other general administrative work

Business Manager 
· Perform duties related to the school’s financial procedures, including computerised accounting
· Provide clerical support to the Principal
· Provide advice and information on non-academic matters to the Principal and the School Board
· Act as collector of public monies and operate a cash register
· Knowledge of CRS and MAZE is an advantage
· Perform keyboard duties 
· Arrange for repairs and maintenance of school property 
· Liaise with the school related bodies and the public
· Supervise clerical/educational support staff
School Administrative Assistant (SA2)

· Sound experience in office practices and procedures
· Perform secretarial/clerical duties
· Knowledge of CRS and MAZE is an advantage
· Keep appropriate school accounts
· Prepare and follow up orders for school purchases
· Maintain school registers and pupil records
· Prepare and assist newsletters/correspondence
· Liaise with school related bodies and the public
· Collection and receipt of moneys
Library Assistant (SA2)

· Order, accession and maintenance of books 

· Maintain the library catalogue

· Operate office equipment eg. audio visual

· Data entry and retrieval using the Oasis/various computer systems 

· Assist the Teacher-Librarian in the operation of the library including class preparation
Technology Assistant (SA2)

· Ability to order quantities of stock, maintain stores control and distribute materials when required

· Ability to use machinery and mechanical equipment 

· Perform elementary maintenance and servicing of machines and equipment
· Prepare material for classroom use
Laboratory Assistant (SA2) 

· Sound knowledge of skills in handling chemicals and mixing standardised solutions without supervision
· Set up experiments as requested and prepare chemicals
· Understanding of Occupational Health and Safety (OH&S) practices
· Order and store supplies and maintain laboratory equipment
· Care for animals, aquarium and plant specimens
Home Science Assistant (SA2)

· Prepare food, equipment and kitchens for demonstration and practical lessons

· Replenish food stocks as required 

· Ensure overall cleanliness of kitchens and equipment

Preschool Assistant (SA2)

· Assist teacher to provide program requirements

· Contribute to preparation of children’s resources

· Assist teacher in meeting children’s needs within preschool environment

General Assistant (SA2)

· Prepare lesson aids and materials for classroom use
· Prepare and operate audio-visual equipment
· Assist with receipt and storage of school supplies
· Assist teachers in classroom and other school activities
· Perform printing, duplicating and copying duties

Defence School Transition Aide

General duties may include, but are not limited to the following:

· Be contact for mobile parents/carers in the Australian Defence Force with children new to the school

· Assist the school and parents with enrolment procedures

· Coordinate appropriate welcoming and farewelling activities

· Organise materials for parents/carers in relation to the school and broader educational issues

· Develop links with the regional Education Liaison Officer

· Maintain contact with ADF families with children enrolled in the school

· Respond to routine phone enquiries

Defence Transition Mentor

Duties may include a mix of the following:

· Coordinate welcoming and farewelling strategies for young people of Australian Defence Force families

· Identify the issues and needs of these students

· Develop and implement programs and resources that address these issues

· Facilitate student participation in cultural, sporting, academic and personal development programs

· Be contact for parents/carers of the ADF with students in the school

Learning Support Assistant (LSA2)

Special Schools/Settings

This includes special schools, Learning Support Units (LSU) and Learning Support Classes (LSC). In special schools and LSU’s the role includes supporting the teacher in the provision of the educational program for students with disabilities and meeting their physical care needs in terms of toileting and feeding. May also include working under the direction of a physiotherapist, speech pathologist or occupational therapist in the provision of an individual therapy program. An LSU is a class of 8 students in a mainstream school. The STA role may include support of individual students in mainstream classes where appropriate.

Learning Support Classes are classes of 14 to 16 students in mainstream schools. Students have significant learning needs and role focuses on supporting the teacher in all aspects of the provision of educational programs, including support of students in mainstream classes.

Mainstream Schools

Role focuses on supporting the class teacher to include a child with a disability in all school activities.  Main duties may be preparation of class materials, some one to one support, health care and physical needs and general work in the classroom not directly focussing on the student with a disability.  Some support of therapy or specific programs may be included.

Autism

Support teaching and therapy staff in all aspects of education for children with Autism Spectrum Disorder

Registered nursing qualifications and current First Aid certificate may be an advantage.

Bilingual 
· Assist students, parents and teachers with a language other than English.

· Prepare lesson aids and materials for classroom use
· Prepare and operate audio-visual equipment
· Assist with receipt and storage of school supplies
· Assist teachers in classroom and other school activities
· Prepare newsletters/correspondence
· Perform printing, duplicating and copying duties
Vision Support Assistant

· Working as part of a team to provide support to students with a vision impairment.

· Prepare and transcribe resources into Braille, large print, tactile and audio formats. 

· Use high level computing skills and creative approach to produce classroom resources.
· Maintain current knowledge of the Unified English Braille code and transcription formatting guidelines.
Communication Support Assistant

· Work as part of a team including the Classroom Teacher and Support Teacher Hearing to provide a supportive learning environment for students with a Hearing Impairment.

· Sign fluently in either Auslan or Signed English.

· Demonstrate knowledge of the educational and social needs of a student with hearing impairment.

· Be a competent computer user who can apply their knowledge to a range of computer applications.


Information Communication Technology (ICT) Assistant (SA2)

· Maintain equipment in good working order, clean monitors, mice etc

· Perform simple repairs; arrange for repairs

· Install/re-install software, virus protectors and security programs

· Clean up hard disks

· Check printers, replace toner and ribbons

· Maintain paper stocks and recycle paper

· Maintain software records and backup discs of software purchased

· Order new software and hardware as directed

· Assist in the setting up of machines/equipment

· Maintain an inventory of equipment

· Maintain a log of all work completed

Indigenous Education Worker

· Knowledge and understanding of Aboriginal and Torres Strait Islander peoples’ societies and cultures

· Knowledge of issues affecting Aboriginal and Torres Strait Islander people in contemporary Australian society

· Knowledge of the objectives of the National Aboriginal and Torres Strait Islander Education Policy (NAEP) and the Indigenous Education Strategic Initiatives Program (IESIP)

· Ability to assist teachers in the monitoring of progress of Aboriginal and Torres Strait Islander students with regard to their whole school, family and community experience

Executive Assistant

· Provide administrative, secretarial and confidential support to the Director.
· Maintain diary appointments and coordinate or prepare meeting papers.
· Register all incoming and outgoing correspondence, brief and documents, prioritise, record, file and distribute as necessary.
· Screening of phone calls and emails.
· Maintaining appropriate stationery supplies, ensuring office equipment is maintained and maintaining electronic and physical records and files.

· Providing effective liaison with external and internal stakeholders
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	Health Questionnaire

To be completed by all applicants for employment with the 
Education and Training Directorate


The purpose of this questionnaire is to ascertain that applicants are fit to undertake the duties of the position/s for which they are applying.  Applicants should be aware that the Directorate may request an examination by a medical adviser nominated by the Directorate on the basis of information provided in this questionnaire.

	Considering your health are you currently experiencing any of the following: 
	
	

	Please tick:
	Yes
	No

	1.
	Angina, heart disease, persistent chest pain, heart operation?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	High or low blood pressure, frequent palpitations?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Pain or disability in the lower back or neck?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Pain or limitation on use of the upper limbs?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
	Pain or limitation on use of the lower limbs?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
	Occupational Overuse Syndrome or Repetitive Strain Injury?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.
	Anxiety state, stress, difficulty with concentration or memory?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.
	Depression or difficulty in sleeping?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9.
	Excessive fatigue/unusual weakness or tiredness?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10.
	Currently taking medication to relieve symptoms of anxiety depression or nervous disorder?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11.
	Do you have a current work related injury or illness?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	

	
	Are you aware of any medical condition or other factor relating to your health and physical fitness which may prevent you from performing the duties of the position/s for which you are applying?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	If yes, please state:      
	
	


_____________________________________________________________________________________________

I declare that I have not failed to supply any information required, and have not provided any false information.

Signed: ______________________________________________________ Date: ____ / ____ / ________

Name: ____________________________________________________________________ (Please Print)

	This form requests information about you, which will be held securely by the Directorate. The information is collected as a lawful administrative function of the Education and Training Directorate and will be used for employment matters.  
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Acceptable Use of ICT Resources

I, …………………………………………………………………..………………….......................................................................................
(PRINT FULL FIRST, MIDDLE & SURNAME – BLOCK LETTERS and in INK *)

(a) acknowledge that I have read and understood the Education and Training Directorate’s (ETD) Acceptable Use of IT Resources Policy on the directorate’s website at: http://www.det.act.gov.au/publications_and_policies/policy_a-z
(b) agree to abide by the requirements for access and use of these resources

(c) acknowledge that the directorate 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 Education and Training Directorate, or until a revised statement is deemed to be necessary as determined by the Chief Information Officer.

Signature: 

……………………………………………………………...
Date:


…………………………………...............................
Section/School:
……………………………………………………………….

Position Held:
……………………………………………………………….
AGS No:

.......…………-………………………………………(current employees)
(Note: New employees will be issued with an AGS number from ETD – Human Resources and if you do not know Section and/or Position held please leave blank.)

*  Note: Use of the full name is important. It must match the personnel records of Shared Services. Do not use abbreviated or nicknames (e.g. Chris for Christopher or Christine, Shelley for Michelle, Meg for Margaret, etc.) unless it is your formal name.

	 SHAPE  \* MERGEFORMAT 



	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.
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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.
	 SHAPE  \* MERGEFORMAT 



	Employee Details Form for Administrative or School Support Staff
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 identity documentation totalling at least 100 points (see page 26 for further information).
The following documents must also be provided if applicable:
 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.

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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	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)



.
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	Deduction Authority Form


Instructions

1. This form is used if you wish to commence a deduction from your fortnightly pay to a nominated Financial Institution (bank or credit union).

2. New employees - the completed form may be sent with other documents required as part of the Pre-Employment Check Package.

3. Existing ACTPS employees - the completed form should be forwarded to SSC Payroll & Personnel Services for relevant action.

	Agency:   FORMDROPDOWN 


	Family name:       

	Given names:       

	AGS/Employee number:       

	Amount to be deducted: $     

	Name of Financial Institution (bank or credit union):       

	Branch number:       

	Account number:       

	Account name:       



Acknowledgement of Receipt of Superannuation Information

I (print name)……………………………………………………………..................acknowledge that I have been provided with the following documentation:

· Superannuation Entitlements (2 pages)

· Choice of Superannuation Fund – Standard Form (2 pages)

· Superannuation – Employer Contribution Rate Form

I understand that it is my responsibility to read the information provided and complete the required forms and return them with my Pre-employment Check Package.

Please note that if you do not nominate a superannuation fund of your choice within 28 days of commencement, the Payroll and Personnel team will commence employer superannuation contributions to the ACT Public Service default fund, First State Super.
Signed …………………………………………………………..

Date……………………………………………………………...
SUPERANNUATION ENTITLEMENTS

Superannuation choice

In accordance with Australian Government legislation from 1 July 2006 employers (including ACT Government agencies) must offer new employees superannuation fund of choice arrangements.

You may or may not wish to contribute a percentage of your earnings to a superannuation fund of your choice.  

If you do wish to contribute you must choose a fund that is a complying fund:  i.e. a fund that complies with the Superannuation Industry (Supervision) Act 1993 and Regulations.  To ascertain whether a superannuation fund is a complying fund, please check the Super Fund Lookup website (http://www.abn.business.gov.au/(tk5btliwsdpcefqxrb0rkazy)/super.aspx).

You must complete and sign the Standard Choice Form (which is included with this Superannuation Information Pack).  Once completed and signed you should return it to Shared Services with the rest of your Pre-employment Check Package.

If you are already a member of a complying superannuation fund you may continue to contribute to that fund.  However, you still must nominate that fund on the Standard Choice Form (excluding the PSSap, see further advice below).

Deductions from your earnings will commence on the next available payday.  

It is possible that the fund you select will not have Electronic Fund Transfer (EFT) access.  Therefore funds may not be able to be automatically transferred from your earnings to the fund of your choice.  Should this be the case the Payroll and Personnel team will arrange with InTACT for the processing of a fortnightly cheque to the fund.

You are encouraged to read all information available to employees on the official superannuation site http://www.superchoice.gov.au/employees/ especially the information under the Employees link.  As this information does not consider your own financial situation you are strongly encouraged to seek your own financial advice.

Commonwealth Superannuation Scheme (CSS) & Public Sector Superannuation Scheme – Defined Benefit (PSSdb) (including preserved/deferred benefit)

If you are currently contributing to the either the CSS or the PSSdb or have a preserved/deferred benefit in either scheme you may continue or resume contributions to these funds on commencement of permanent or temporary employment
 with the ACT Government.

Alternatively, under ACT Government superannuation arrangements, current members of the CSS/PSSdb or members with a preserved/deferred benefit are also eligible to participate in superannuation fund of choice arrangements as outlined above.  

Public Sector Superannuation Accumulation Plan (PSSap) 

Access to the PSSap was formally closed for new employees of the ACT Government from 6 October 2006 by declaration of the Commonwealth Minister for Finance and Administration. Accordingly, from 6 October 2006, all new ACT Government employees are not eligible to become a member of the PSSap nor can they continue to contribute to an existing membership with the PSSap.

If you are currently contributing to the PSSap you will be required to choose an alternate superannuation fund in line with the superannuation fund of choice arrangements as outlined above.

Employer Contributions

In addition to your own personal contribution (if any) employers are required to contribute a minimum employer payment of 9% (based on a percentage of your earnings) for you into the fund of your choice. This is called an employer contribution.

If you choose to personally contribute 3% or more of your salary into a superannuation fund your employer (this agency) will contribute a further 1% into your fund bringing the overall employer contribution rate up to 10%.

You need to complete the Employer Superannuation Contribution Rate form (included with this Superannuation Information Pack) if you wish to contribute a percentage of your earnings to a superannuation fund of your choice. This will enable the Payroll and Personnel team to identify your level of personal contribution and to process the additional 1% employer contribution if your level of personal contribution is 3% or more.

If you reduce your personal superannuation contribution to below 3% you should immediately inform the Payroll and Personnel team and it will cease the additional 1% employer contribution made into your fund.

Board / Committee Members

In accordance with Australian Government legislation the ACT Government is required to make employer contributions on behalf of all Board / Committee Members.  Board / Committee Members are eligible to participate in the superannuation fund of choice arrangements as outlined above.  

However, as casual office holders Board / Committee Members are not eligible to resume contributions to a preserved/deferred CSS or PSSdb fund and must therefore make a choice for an alternate superannuation fund.

Deductions from your earnings will commence on the next available payday or following advice of attendance in relation to Board / Committee activities.  

Default fund arrangements

Should you decide not to nominate a superannuation scheme the employer contribution of 9% will go to the Territory’s default fund provider First State Super.  A Product Disclosure Statement for First State Super is available at www.firststatesuper.com.au/Tools/BrochuresForms.

You can decide to make personal contributions to the default fund provider. However you must still decide what percentage of salary you wish to contribute.

SUPERANNUATION - EMPLOYER CONTRIBUTION RATE FORM

In addition to your own personal contribution (if any) employers are required to contribute a minimum employer payment of 9% (based on your earnings) for you into the fund of your choice. This is called an employer contribution.

If you choose to personally contribute 3% or more of your earnings into a superannuation fund your employer (this agency) will contribute a further 1% into your fund bringing the overall employer contribution rate up to 10%.

You should complete this form if you intend to personally contribute any percentage of your earnings into a superannuation fund.

	Employee’s name:

………………………………………..
	Agency name:

…………………………………………..

	Commencement date:

……………………………………….
	Personal superannuation contribution rate:

……..%


NB:  If you reduce your personal superannuation contribution to below 3% you will no longer be eligible for the additional 1% employer contribution and the Payroll and Personnel team will immediately cease the additional 1% employer contribution made into your fund.

It is your responsibility to inform the Payroll and Personnel team of any reduction in your personal superannuation contribution below 3%.

I have read and fully understand all of the above.

Signature of employee:……………………………………..      Date:        /     /20   .

	FOR PERSONNEL SECTION USE ONLY

Is employee eligible for increased employer contribution?    YES/NO

By:   Post tax deduction?                         YES/NO

        Salary packaging arrangement?      YES/NO

Processed for Pay No………….

Form placed on employee’s file                    /    /20

Signature of Payroll Officer:………………………………………..
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	Choice of superannuation fund
Standard choice form –
information for employees

	You can choose the superannuation fund or retirement savings account (referred to below as superannuation funds) to which your employer will make future superannuation guarantee contributions (9%).

	Option 1:
You do not have to choose a fund.
If you do not make a choice, your employer's contributions will be paid into the fund that your employer has chosen (see Part A on the reverse side of this form). This may not be the same as your current fund.

Your employer's chosen fund may be suitable for your needs. You can choose a different fund later if you like.
If you do not want to choose a fund, you do not have to complete this form.
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 Your employer is not liable for the performance of superannuation funds that you choose or they choose on your behalf.
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 Do not seek financial advice from your employer unless they are licensed to provide it.
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 MORE INFORMATION
You can get more information about choice of superannuation fund or superannuation in general from:
· www.superchoice.gov.au, or
· by phoning 13 28 64
If you do not speak English well and want to talk to an Australian government officer, phone the Translating and Interpreting Service on 13 14 50 for help with your call.
If you have a hearing or speech impairment and have access to appropriate TTY or modem equipment, phone 13 36 77. If you do not have access to TTY or modem equipment, phone the Speech to Speech Relay Service on 1300 555 727.

	Option 2:
Choose a fund
You can choose the superannuation fund where you want your future employer contributions to be paid.
Your employer is only required to accept one choice every 12 months.
Step 1
Gather information – work out what's best for you
You will need to find out what superannuation options are available to you.
Find out about the features and benefits of your current fund, the fund chosen by your employer and any other funds you are considering. Your current fund may be different to the fund chosen by your employer.
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 The tips section highlights key issues you should consider when comparing funds.
Step 2
What do I need to tell my employer?
Give your employer details of your chosen fund by completing Part B of this form or by a written statement including the necessary information. This information may be provided by your chosen fund.
Part A shows details of your employer’s superannuation arrangements. This includes the fund that your employer has chosen to make all future superannuation guarantee contributions to. If your employer has changed funds recently, the previous fund will also be shown. You may choose to remain in this previous fund.

Step 3
What happens to any superannuation I have in existing funds?
Any money you have in existing funds will remain there unless you make arrangements to transfer it (roll over) to another fund. Check the impact of any exit fees or benefits you may lose before leaving the fund. Your employer cannot do this for you.
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 TIPS FOR COMPARING FUNDS

Fees
Most funds charge fees. Differences in the fees funds charge can have a big effect on what you may have to retire on. This effect may be more than you think and for this reason you need to consider what fees are being charged. For example, your final return could be reduced by up to 20% over 30 years if your total amount of fees and costs are 2% rather than 1% (eg, from $100,000 to $80,000). Some funds may also charge an exit fee if you leave the fund.

Death and disability insurance
Your current fund may insure you against death or an illness or accident that makes you unable to return to work. Other funds may not offer insurance, or you may have to pass a medical examination before they cover you. Check if you'll be covered in any new fund, and the costs and amount of cover, before leaving your current fund.
	Investment choice
Some funds let you choose where the fund will invest your super. Some choices offer higher returns, but with a higher risk that investments may go down as well as up. Other choices offer greater security but with lower expected returns. Choose the level of risk and return that you are comfortable with.
Investment performance
Superannuation is a long term investment for your retirement, so its investment performance needs to be judged over the long term. Short term performance, whether good or bad, may not be repeated. There is no guarantee that a fund that has performed well in the past will do so in the future.

	
	The information you'll need to make these checks is in each fund's product disclosure statement which you can get from the fund. For further information on choosing a fund go to the website www.superchoice.gov.au or phone 13 28 64.
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	           Self Disclosure Form


To be completed by all applicants for employment with the Education and Training Directorate schools/workplaces

	The directorate must take appropriate steps to be assured that any applicant for employment is a fit and proper person.  This form must be used to self disclose incidents, factors, police records or any other information that may be relevant in determining your suitability to work with children in schools and other directorate workplaces.  Applicants should be aware that the directorate may also access information from referees, past employers and police records.

Failure to adequately disclose relevant information may result in denial or termination of registration for casual employment, and/or cancellation of any offer of contract or permanent employment.


	Signing of this form also consents to the collection of further information relating to any disclosed matter or to your general suitability.  Referees and other information sources will be contacted at the discretion of the directorate.  It is the applicant’s responsibility to disclose to the Manager, Human Resources, subsequent incidents, factors or criminal history records that may affect suitability to work with children in schools and other directorate workplaces.

	

	 FORMCHECKBOX 
 I have no matters to disclose.

	Signature of Applicant:  ..................................................Date:  ........../........../..............

Please Print Name:.......................................................……………………………………

	OR

	 FORMCHECKBOX 
 I wish to disclose the following matters:



	Signature of Applicant:  ..................................................Date:  ........../........../..............

Please Print Name:.........................................................


If space is not sufficient, please attach additional sheet and sign it too.

	This form requests information about you which will be held securely by the directorate.  The information is collected as a lawful administrative function of the Education and Training Directorate and will be used for employment matters.
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	National Criminal History Record Check

General Information Sheet


This sheet is used by the Education and Training Directorate, (the Directorate) as part of the assessment process to determine whether a person is suitable for employment, other engagement or work (whether or not for financial reward) with the Directorate.

Unless statutory obligations require otherwise, the information provided on this Form and any information received by the Directorate in the assessment process will not be used without your prior consent for any purpose other than in relation to the assessment of your suitability.  You may be required to complete another consent form in the future in relation to employment in other positions within the Directorate.

Criminal History Record Check

Criminal history record checks are an integral part of the assessment of your suitability. You are not required to reveal any convictions which may be protected by Part VIIC of the Crimes Act 1914 (Cth), relating to pardoned, quashed or spent convictions, except where an exclusion applies.

The Directorate will forward information extracted from this Form to the CrimTrac Agency and other Australian police services for checking action.  By signing the Form you are providing your consent to these agencies:

a) disclosing criminal history information that pertains to you from their own records to the Directorate; and/or

b) accessing their records to obtain criminal history information that in turn will be disclosed to the Directorate.

Such criminal history information may include outstanding charges, and criminal convictions/findings of guilt recorded against you that may be disclosed according to the laws of the relevant jurisdiction and, in the absence of any laws governing the release of that information, according to the relevant jurisdiction's information release policy.

It is usual practice for an applicant’s personal information to be disclosed to Australian police services for them to use for their respective law enforcement purposes including the investigation of any outstanding criminal offences.

Spent Convictions Schemes

Commonwealth

Part VIIC of the Crimes Act 1914 (Cth) deals with aspects of the collection, use and disclosure of old conviction information.  The main element of this law is a Spent Convictions Scheme.  The aim of the Scheme is to prevent discrimination on the basis of certain previous convictions, once a waiting period has passed (usually 10 years) and provided the individual has not re-offended during this period.  The Scheme also covers situations where an individual has had a conviction “quashed” or has been “pardoned”. 

A “spent” conviction is a conviction for a Commonwealth, Territory, State or foreign offence that satisfies all of the following conditions:

· it is 10 years or more since the date of the conviction (or 5 years for juvenile offenders); AND

· the individual was not sentenced to imprisonment or was not sentenced to imprisonment for more than 30 months; AND

· the individual has not re-offended during the 10 year (5 years for juvenile offenders) waiting period; AND

· a statutory or regulatory exclusion does not apply.

The law affects Commonwealth authorities in the following ways:

· A person with a conviction protected by Part VIIC does not have to disclose that conviction to a Commonwealth authority, unless an exclusion applies; and

· Commonwealth authorities are prohibited from disclosing or taking into account protected old conviction information without the consent of the person concerned.  

Part VIIC of the Crimes Act 1914 and Statutory Rules No 227 of 1990 provide for “statutory” or “regulatory” exclusions from the disclosure and use standards for spent convictions only.  
There IS an exclusion in relation to your application for employment, engagement or entitlement by the Directorate.  Therefore any “spent convictions” of offences listed at Item 2 page 2 of the Form will be released.

Australian Capital Territory
The Spent Convictions Act 2000 (ACT) limits the use and disclosure of older, less serious convictions and findings of guilt recorded under ACT legislation.  

A spent conviction is one that satisfies all of the following conditions:

· it is more than 10 years (5 years for offences where the person was dealt with as a juvenile) since the date of the conviction or that the person has not been imprisoned or the person has not been subject to a control order and the person has not re-offended;

· the person was not sentenced to more than 6 months imprisonment;

· the offence was not a sexual offence;

· the person was not unlawfully at large in relation to an offence.  

Unless an exclusion applies (e.g. where an individual wishes to undertake employment in certain occupations), once the waiting period has passed, a person does not have to disclose any conviction or finding of guilt that is protected by the provisions of the Act.  Section 19(1) of the Act authorises disclosure of spent convictions in relation to applications for:

(a) appointment or employment as a teacher, teacher’s aide, childcare provider, aged care provider or provider of care for people with a disability, or childcare worker, aged care worker or worker with people with a disability; or

(b) appointment, employment or other engagement (whether or not for financial reward) in any other capacity-

· in relation to the care, instruction or supervision of children, older people or people with a disability; or

· at a school, child-care centre, hospital, community care facility, residential care facility, or any other place where care, instruction, supervision or any other services are provided (or proposed to be provided) for children, older people or people with a disability; or

· by any entity that provides care, instruction, supervision or any other services for children, older people or people with a disability; or

(c) permission to provide care, instruction, supervision or any other services for children, older people or people with a disability.

There IS an exclusion in relation to your application for employment, engagement or entitlement by the Directorate.  Therefore any “spent convictions” of offences listed at Item 2 page 2 of the Form will be released.
Other Australian Police Services

Where a criminal history record with another Australian police service has been obtained, any relevant legislation (and/or release policy) affecting that police service will be applied before that record is released.  Under various pieces of Commonwealth, State and Territory legislation a person has the right, in particular circumstances or for a particular purpose, to not disclose certain convictions/findings of guilt over a certain age.  Such convictions (widely referred to as “spent” or “rehabilitated” convictions) will not be released unless the records check is for the applicant’s personal information only and provided that this is in accordance with relevant legislation (and/or release policy).  Please contact individual police services directly for further information about their release policies and any legislation that affects those agencies.
Provision of False or Misleading Information

You are asked to certify that the personal information you have provided on this form is correct. If it is subsequently discovered, for example as a result of a check of police records, that you have provided false or misleading information, you may be assessed as unsuitable.

You should note that the existence of a record does not mean that you will be assessed automatically as being unsuitable. Each case will be assessed on its merit, so it is in your interests to provide full and frank details on the form.

Examples of Documents approved by Austrac for use as proof of identification

Documents with a value of 70 points

Please note: only one document from this group can be counted towards the 100 point total.

NAME of the signatory verified from one of the following:

· Birth Certificate

· Birth Card issued by the New South Wales Registry of Births, Deaths and Marriages

· Citizenship Certificate

· International Travel Document:

· A current passport

· Expired passport which has not been cancelled and was current within the preceding 2 years

· Other document of identity having the same characteristics as a passport

Documents with a value of 40 points

Please note: more than one document from this group may be counted towards the 100 point total however, each additional document is only valued at 25 points.

NAME of the signatory verified from one of the following (but only where they contain a photograph or signature that can be matched to the signatory):

· A licence of permit issued under a law of the Commonwealth, a State or Territory (e.g. an Australian driver’s licence)

· An identification card issued to a public employee

· An identification card issued by the Commonwealth, a State or Territory as evidence of the person’s entitlement to a financial benefit

· An identification card issued to a student at a tertiary education institution

Documents with a value of 35 points

Please note: more than one document from this group may be counted towards the 100 point total.

NAME and ADDRESS of the signatory verified from any of the following:

· A current employer, or a previous employer within the last 2 years

· A rating authority (e.g. land rates)

· The Credit Reference Association of Australia (subject to the Privacy Act 1988)

· Land Titles Office Records

Documents with a value of 25 points

Please note: more than one document may be counted towards the 100 point total but points scored from a particular source may only be counted once, e.g. if a Credit Card and ATM Card are issued from the same financial institution , only one may be counted.

· Telephone Account with Name, Address and Phone Number

· Marriage Certificate (for maiden name only)

· Credit Card

· Council Rates Notice

· Foreign Driver’s Licence

· Medicare Card

· ATM Card

· The Final Academic Transcripts of a primary, secondary or tertiary educational institution attended by the signatory within the last 10 years (where they contain NAME and DATE of BIRTH) 

Authorised Persons under the Statutory Declarations Act 1959

(1) a person who is currently licensed or registered under a law to practise in one of the following occupations:

Chiropractor
 Dentist
 
Legal practitioner
Medical practitioner

 Nurse

     Optometrist
Patent attorney
Pharmacist
Physiotherapist


Psychologist 
Trade marks attorney

Veterinary surgeon

(2) a person who is enrolled on the roll of the Supreme Court of a State or Territory, or the High Court of Australia, as a legal practitioner (however described);

(3) a person who is in the following list:

· Agent of the Australian Postal Corporation who is in charge of an office supplying postal services to the public

· Australian Consular Officer or Australian Diplomatic Officer (within the meaning of the Consular Fees Act 1955)

· Bailiff

· Bank officer with 5 or more continuous years of service

· Building society officer with 5 or more years of continuous service

· Chief executive officer of a Commonwealth court

· Clerk of a court

· Commissioner for Affidavits

· Commissioner for Declarations

· Credit union officer with 5 or more years of continuous service

· Employee of the Australian Trade Commission who is:

· in a country or place outside Australia; and

· authorised under paragraph 3 (d) of the Consular Fees Act 1955; and

· exercising his or her function in that place

· Employee of the Commonwealth who is:

· in a country or place outside Australia; and

· authorised under paragraph 3 (c) of the Consular Fees Act 1955; and

· exercising his or her function in that place

· Fellow of the National Tax Accountants’ Association

· Finance company officer with 5 or more years of continuous service

· Holder of a statutory office not specified in another item in this list

· Judge of a court

· Justice of the Peace

· Magistrate

· Marriage celebrant registered under Subdivision C of Division 1 of Part IV of the Marriage Act 1961

· Master of a court

· Member of Chartered Secretaries Australia

· Member of Engineers Australia, other than at the grade of student

· Member of the Association of Taxation and Management Accountants

· Member of the Australasian Institute of Mining and Metallurgy

· Member of the Australian Defence Force who is:

· an officer; or

· a non-commissioned officer within the meaning of the Defence Force Discipline Act 1982 with 5 or more years of continuous service; or

· a warrant officer within the meaning of that Act

· Member of the Institute of Chartered Accountants in Australia, the Australian Society of Certified Practising Accountants or the National Institute of

· Accountants

· Member of:

· the Parliament of the Commonwealth; or

· the Parliament of a State; or

· a Territory legislature; or

· a local government authority of a State or Territory

· Minister of religion registered under Subdivision A of Division 1 of Part IV of the Marriage Act 1961

· Notary public

· Permanent employee of the Australian Postal Corporation with 5 or more years of continuous service who is employed in an office supplying postal services to the public

· Permanent employee of:

· the Commonwealth or a Commonwealth authority; or

· a State or Territory or a State or Territory authority; or

· a local government authority;

with 5 or more years of continuous service who is not specified in another item in this list

· Person before whom a statutory declaration may be made under the law of the State or Territory in which the declaration is made

· Police officer

· Registrar, or Deputy Registrar, of a court

· Senior Executive Service employee of:

· the Commonwealth or a Commonwealth authority; or

· a State or Territory or a State or Territory authority

· Sheriff

· Sheriff’s officer

· Teacher employed on a full-time basis at a school or tertiary education institution
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	Identity Documentation Form


	A *100 point identity check needs to be undertaken before this request can be processed. 

1.  Record the details of the identity documents totalling at least 100 points

2. Attach certified true copies of these documents to this application

The points value for approved documents and a list of Authorised Persons under the Statutory Declarations Act 1959 are provided with this package.

Note: Certified copies of all identity documents listed below 
MUST be attached 




I _______________________________________________________________ (full name of applicant) attach the following identity documents totalling at least 100 points:

	Each document is valued at a certain number of points and you must provide a combination of documents to total 100 points (e.g.: a passport and driver’s licence). 
You must write the details of the documents that you are providing in the space provided below.  For example:

Type:
What the document is  e.g. Australian passport, NSW Birth certificate

Points:
e.g. 70 points for a passport

Type:____________________________________   

Points: ___________

Type:____________________________________    

Points: ___________

Type:____________________________________    

Points: ___________

Type:____________________________________    

Points: ___________

Type:____________________________________    

Points: ___________


                                                           TOTAL NUMBER OF POINTS: _______________


*Education and Training Directorate utilises a 100 Point Identification Check to establish identify based on Form 201 from the Financial Transactions Reports Regulations 1990.
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	National Criminal History Record Check

Consent to Obtain Personal Information


Staff - in - Confidence

I,....................................................................................................................................................................... hereby:

(Full name - BLOCK LETTERS and in INK)

· acknowledge that I have read the Spent Convictions Schemes section of the Information sheet and understand that Spent Convictions legislation (however described) in the Commonwealth and many States and Territories protects “spent convictions” from disclosure.

· understand that the position/entitlement for which I am being considered is in a category for which a FULL exclusion has been granted from the application of the Spent Convictions legislation and that “spent” convictions and findings of guilt relating to me of a type listed below will be released:

a. For spent convictions of Commonwealth offences:  

Sexual offence or any other offence against the person if the victim was under 18 at the time the offence was committed.  (Section 85ZZH(e)&(f) of the Crimes Act 1914 (Cth))

b. For spent convictions of ACT, State and foreign offences:   

Offences under ACT, NT, State and foreign laws.   (Section 19(1)(a)&(b) of the Spent Convictions Act 2000 (ACT);
· have fully completed this Form, and the personal information I have provided in it relates to me, contains my full name and all names previously used by me, and is correct;

· consent to the Directorate disclosing personal information about me from this Form to the CrimTrac Agency and the Australian police services;

· consent to:
· the CrimTrac Agency disclosing personal information about me to the Australian police services;
· the Australian police services disclosing, from their records, details of convictions and outstanding charges, including findings of guilt or the acceptance of a plea of guilty by a court, that can be disclosed in accordance with the laws of the Commonwealth, States and Territories and, in the absence of any laws governing the disclosure of this information, disclosing in accordance with the policies of the police service concerned; and
· the CrimTrac Agency providing the information disclosed by the Australian police services to the Directorate in accordance with the laws of the Commonwealth;

· acknowledge that any information provided by me on this form, or by the Australian police services, may be taken into account by the Directorate in assessing my suitability to work with the directorate as: 
___________________________________________________________________________

(Indicate type of position e.g. Homestay Host, teacher, administrative officer, school volunteer, contractor)

Signature: 
 Date ..…../……./20…….
Note:
The information you provide on this form and which the CrimTrac Agency provides to the Directorate on receipt of the Form, will be used only for the purpose stated above unless statutory obligations require otherwise.    
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	National Criminal History Record Check

Personal Particulars


Staff - in - Confidence
	Surname (present)


	All other surnames used (including changes by Deed Poll)


	Christian or given names


	Sex

(
Male
(
Female

	Date of birth
              /            /
	Town/City of birth
	State/Country of birth

	Driver’s licence number


	State/Territory of issue
	Contact phone number

	A clear photocopy of the driver’s licence MUST be attached.


Permanent Residential Address Over Last Five Years MUST be provided
	Current address
	Postcode
	Period of residence


/
/
to
/
/

	Previous addresses (attach separate page if needed)
	
	Over last five years (complete as accurately as possible)

	
	
	
/
/
to
/
/

	
	
	
/
/
to
/
/

	
	
	
/
/
to
/
/

	The Directorate must take appropriate steps to be assured that any person wishing to work with the Directorate is a fit and proper person.  Please indicate any incidents, factors, police records (including fines) or any other information that may be relevant in determining your suitability to work.

Failure to adequately disclose relevant information may result in denial or termination of contract or employment.



	ETD Recruitment Services – use only
	Date entered:
...
Entry number: ………………………………………...................
Entered by/Initial: 
...

	
	


� Some exceptions apply in relation to temporary employment.
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