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PLEASE SEE GUIDELINES ON NEXT PAGE FOR CHANGES TO USING THIS FORM
· New Employee
     (
Update Existing Employee    (
Reinstate Terminated Employee/Convert from Non Payable
	CAS Contract Start Date:
	


	Section 1 PERSONAL DETAILS

	Employee ID
	

	Family Name
	

	Given Names
	

	Preferred First Name (used for email & directory listing)
	

	Date of Birth
	                                     Gender  Male/Female

	Org 2 / Org 3
	


Prefix (please tick) Ms      Miss     Mrs     Mr     Dr     Professor         Assoc Professor    Other ______________
	Residential Address

	Street 1
	

	Street 2
	

	Suburb
	

	State
	
	Postcode
	

	Home Telephone Number
	

	Mobile Phone Number
	

	Personal Email Address
	


	Postal Address (if different from above)

	Street 1
	

	Street 2
	

	Suburb
	

	State
	
	Postcode
	


	Emergency Contact Details 

	Contact Name
	

	Relationship to Emergency Contact (Eg: Spouse, Father, Mother etc)
	

	Home Phone Number
	

	Work Phone Number
	

	Mobile Phone Number
	


	Section 2 TAXATION DETAILS

	TFN Declaration Attached
Yes  /  No

(If no – please forward to Payroll Services ASAP


**Please continue to complete details in the second column

	Section 3 VISA INFORMATION 

	Please Circle:

Australian Citizen  /  Permanent Resident or NZ Citizen/Temporary Visa

	Complete the following section if you circled Temporary Visa – please provide Passport as proof.

	Visa Type
	

	Visa Sub Class
	

	Visa Number
	

	Start Date
	

	End Date
	

	Country of Origin
	


	Section 4 BANK DETAILS

	DECLARATION:  I request that any sum due to me from the University of South Australia for salary or wages be paid into my bank account as detailed hereunder.  Please check these numbers with your financial institution to avoid delays in payments.



	Name in which Account held:
	

	Name of financial institution:
	

	Branch:
	

	BSB Number (6 digits):
	  ----- ----- -----      ----- ----- -----

	Account Number:

(9 digits max)


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


	Section 5 Qualifications - Please complete all fields 

	Full Name of Qualification

	Abbreviation

	Institution

	Research or Coursework

	In Progress or Completed

	If completed - date conferred

	If in progress - date commenced

	If in progress - expected completion year

	Qualification level (eg Doctorate/Masters/Post Grad/Bachelor/Diploma/Other)


	Section 6  CONFIRMATION

	Today’s Date
	

	Employee Signature
	

	Section 7  Office Use Only  (Local HR Officer)

	Qualifications and Visa sighted by CAS Administrator
	

	CAS Administrator Signature
	

	CAS Administrator Name
	

	CAS Administrator Contact Number
	


Payroll:    xs50 code  (   /  Super Add Screen  (

	HRIS 003C Guidelines


PLEASE NOTE: 

This form is to be used for NEW employees OR Employees that need visa/qualifications updated/changed OR If you do not have a university network account 


If you are an existing employee with a university network account, parts of this form can be update on myHR.  The information that can be changed is hyperlinked to myHR.
Access via myUniSA - my Details, (https://my.unisa.edu.au/staff/Portal/myDetails/Personal/PersonalDetails.aspx )  
For further information on myHR please click here.

***Completion of all fields will avoid delays in processing***
Section 2   Taxation Details


TFN Declaration Attached;  Please attach a tax file number declaration that has been filled out by the applicant. Tax file 
declaration forms can be found at most newsagencies and post offices or your local Human Resources unit.

Section 3   Visa Information: 

Please ensure that all fields are completed.  

Section 4   Bank Details

· Name on account:  What is the name on the nominated account (eg Joe L Bloggs).

· Name of financial institution:  Name of the bank/credit union/building society/ where the nominated account is held. 

· Branch:  Physical location of bank/credit union/building society.

· BSB:  Note the unique 6-digit number which identifies both the financial institution and the branch of a particular account in Australia. 

· Account Number:  Please note the unique sequence of numbers assigned to an account that identifies the financial institution and type of financial transaction capability of the account.

Section 5   Qualifications: 

Please ensure that all fields are completed.  Attach another sheet if additional qualifications are to be recorded.  

· Full Name of Qualification:  Enter the name of the course title eg Bachelor of Engineering
· Abbreviation:  For a basic list of abbreviations, please go to http://www.unisa.edu.au/hrm/manuals/manuals.asp and click on http://www.unisa.edu.au/hrm/manuals/empowerhr/qualifications.doc . If the appropriate abbreviation is not located in this document, please confirm it with the applicant.  It is important to note the EmpowerHR is case sensitive when entering qualification data.

· Institution:  Please note the location at which the course was completed.  The institution name needs to be written in full (no abbreviations).  Generally, locations are written as University of…. or College of…. (eg Queensland University of Technology). 

· Research or Coursework:  Please note the appropriate information

· In Progress or Completed:  Please note if the course is complete or if it is yet to be completed (in progress).

Section 6   Confirmation:  


Please ensure that the applicant understands that by signing this document they are verifying that the information provided is 
true and correct.

Section 7   Office Use Only (CAS Administrator)
a) Qualifications and Visa sighted by CAS Administrator 
Please answer if the CAS Administrator has personally sighted the transcripts and visa.  
b) CAS Administrator* signature, name, and contact number:  
by signing this document, the Local Human Resources Officer is confirming that the qualifications and visa information listed on the form are accurate and original transcripts (or approved copy signed by a Justice of the Peace) and original visas have been sighted.  It is recommended that copies are made and filed at the local area.

Attention CAS Administrator: once the employee has completed all fields, please sign and forward to Payroll Services as soon as possible for data entry
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