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(Commencement of a non paid person                  ( Renewal/extension of existing non paid person
	Section 1   PERSONAL DETAILS

	Employee ID
	

	Family Name
	

	Given Names
	

	Preferred Name
	

	Date of Birth
	
	Gender
	Male / Female 


Prefix    (  Mr       (  Mrs        (  Ms           (  Miss     

               (  Dr       (  Associate Professor     (  Professor
Residential Address

	Street 1
	

	Street 2
	

	Suburb
	

	State
	
	Postcode
	

	Email address
	

	Home Telephone Number
	

	Mobile Phone Number
	


Postal Address

	Street 1
	

	Street 2
	

	Suburb
	

	State
	
	Postcode
	


Emergency Contact Details
	Contact Name
	

	Home Phone Number
	

	Work Phone Number
	

	Mobile Phone Number
	


	Section 2 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 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 REQUESTOR DETAILS

	Non-Paid Personnel Requested By (please print your name)
	

	Requestor Contact Number
	


	
Section 5 DURATION

	Commencement Date
	

	End Date
	


	
Section 6 NON-PAID CATEGORY

	(Temp/Agency Staff (zpbi)     (Complete next sections)
(Contractor (zpbi)                   (Complete next sections)

	Company Name

	ABN

	Does the company have a contract of service with UniSA?  Yes / No 

	Contractors role: (ie: cleaner)

	Partner Employee

(  Offshore (zosh)       (complete the next field)

	Offshore partners name


	(  Visiting Academic (zvis)     
	(  Visa Grant Notification Attached

	Academic Institution Name

	(  Work Experience (zwex)     
	

	(Volunteer (zvol)
	


	   
Section 7 POSITION DETAILS

	Position Number
(created at the local area)
	

	Position Title 
	

	Classification Code/Level
	

	Cost Centre
	

	Org Unit 1 Code
	

	Org Unit 2 Code/ 3 Code
	                                /

	Org Unit 3 Code
	

	Academic Category 
	Academic Teaching / Research/Professional



	Central Payroll Office Use Only

	……....…/…..…..…/…..…..…….. entered by ………………………………….………
…..…..…/…….……/…..…..…….. checked by …………...……………………………



To meet auditing requirements it is important that all fields on this form are completed and payroll are notified of any changes in contract, position movement.  . 

Non UniSA Staff Category (title explanations)

Visiting Academic - An Academic from another Institution working in the University of South Australia as per the Honorary Academic Titles Policy 

Work Experience - Represents a person who has sought approval to conduct work experience.

Temp/Agency & Contractor - A person who requires access to UniSA systems, however is not an employee of the University of South Australia but is an employee of another company/organisation.

Contractor - There are strict guidelines that must be followed to ensure that the university meets it’s taxation and commercial obligations, available at http://www-p.newdev.unisa.edu.au/fin/forms/FS28.doc   heavy fines can be incurred for breaches of legislation in this respect.

Volunteer - A person who has been approved to undertake unpaid volunteer work for a specific area and/or project at UniSA. A formal volunteer agreement must have been signed and approved by all relevant parties.

Position Number - The position number is created at the local level by the HR Administrator. Once this is done, please enter the position number of the non UniSA person.  For directions how to do this, refer to http://www.unisa.edu.au/hrm/manuals/manuals.asp and click on “positions”.

Section 6 Authorisations

IMPORTANT  In order to meet auditing requirements, only forms with an appropriate authorisation can be processed

Authorising Officer Name as per VC authorisations - VC Authorisations can be found on the UniSA website at http://www-p.unisa.edu.au/cha/protocol&authrstn/default.asp.

Please print both the name and position of the authorised officer in the areas provided.  The authorised officer is then requested to sign this document indicating approval of the new appointment, position movement, change of work fraction or work pattern.  IMPORTANT  In order to meet auditing requirements, only forms with an appropriate authorisation can be processed

HR Administrator signature, name and contact number - By signing this document the Human Resources Administrator is agreeing that the appropriate VC authorisation for the new appointment or position movement has been sought as well as ensuring the appropriate documentation has been completed.
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SECTION 8  AUTHORISATIONS – �IMPORTANT  In order to meet auditing requirements, only forms with an appropriate authorisation can be processed�
�
Authorising Officer Name as per VC Authorisations �
�
�
Authorising Officer Position�
�
�
Authorising Officer Signature �
�
�
Local HR Officer Signature�
�
�
Local HR Officer Name�
�
�
Local HR Officer Contact No.�
�
�
Today’s Date�
�
�
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