Loddon Mallee Preschool Association

ABN: 76 914 884 723

10A Merino Court

East Bendigo VIC 3550
Ph: 5443 1229

Fax: 5444 3241
Web: www.Ilmpa.org.au
Email: Impa@Impa.org.au

Please ensure all

Submission Checklist

Before submi tting your employment

packeé

marked signature fields are signed and all the below required items are attached
when submitting the RETURN pages . Delays in receiving your folder, name badge and being added to
the relief database will occur should information be missing.

TICK

INFORMATION REQUIRED

Staff Induction Form (Questionnaire , DVD, photo)

Employee Data Form

Medical Management Plan  (if applicable)

Policy Acknowledgement  Form

Protecting Children eLearning Module Certificate (print and include certificate of
completion)

Policy Questionnaire certificate (print and include certificate of completion)
Permanent Employees only - LMPA Education and Care Services and
National Law Act 2010 and Regulations Certificate (print and include certificate of
completion)

Employee Handbook Confirmation of Receipt

Payroll & Bank Details Form

Work History, Qualification & Availability Form

Superannuation  Standard Choice Form

Tax File Number Declaration Form (downloadable from
https://www.ato.gov.au/Forms/TFMeclaration/
Please prinfrax File Declaration and send original copy to LMPA (Merino Court)

Download LMPA tigbiz app to phone/tablet/PC

Copy of current resume including 3 early years work related referees

Copy of WWCC/VIT card

Copy of 2 forms of Identification

Copy of p _roof of name change if different on certificate (eg. Marriage certificate)

Copy of qualifications
NB : Copy of Qualificati _ons is not required if  certified copy of VIT card _is provided

Copy of First Aid, CPR, Asthma & Anaphylaxis training certificates (i
applicable)

Please note, if completing electronically signature fields must be signed by hand or a photo of your signature
(this can be done using the 6signd6 tab within a

inserted
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Loddon Mallee Preschool Association

ABN: 76 914 684 723
10A Merino Court

East Bendigo VIC 3550
Ph: 5443 1229

Fax: 5444 3241

Web: www.Impa.org.au
Email: Impa@Impa.org.au

Dear Staff Member,

Thank you for your enquiry re: working with LMPA, our induction is a staged approach. Please find information
0St2¢ | 02dzi 2dzNJ AYyRdzOGA2Y LINRPOSaad 52yQi KSaAiadlasS &

PLESENOTEASs we endeavour to provide the highest quality service within our preschools, it is imperative that our
educators are qualified and experienced in working in early childhood. Should you not have any experience in early
childhood, we strongly recommelrthat you volunteer at preschools of interest in your area to gain valuable
experience in the field. Volunteer work can be arranged with your preschool of choice directly and current employee
working with children checks are required. Applicants who doemaleavour to undertake volunteer work may

result in being unsuccessful in gaining relief employment.

We are happy to accept applications even though you are still studying your certificate Ill however, they will not be
processed and you will not be alitecommence employment until you have completed all the course studies.
Bachelor students are also welcome to apply, however you need to have completed the first two years of your
course (full time study) and supply proof of enrolmelfityou have any caerns regarding this matter, please do not
hesitate to contact our office.

Stage One | Online Inductiory, this letter, with active links can be found on the LMPA website
www.Impa.org.audzy RSNJ WO VYLX 28 YSyidkwSt AST 9VYLI 28 Y8
Stage Two | Employment Pack

Stage Three | Induction DVD

Stage Four | Orientation to the service Relievers first time working at the service

Stage Five | New Permanent Staff

Stage Six Induction and Orientation to theervice for Work Experience Students and Volunteers

Stage 13 must be completed before staff will be employed by LMPA

Stage One Online Induction

PolicieRead andPolicy Questionnair€ompleted

In order to complete stage one you are requirecctamplete preinduction reading of our policieRlease find thes
listedon our websitevww.Impa.org.audzy RSN WwS a2 dzNDSaQ k Wt 2t A0OASaAQP

Policies required to be read prior to completing survey.
C Dealing with MedicaConditions- QA2
Anaphylaxig; QA2

Delivery and Collection of Children QA2
Incident, Injury, Trauma & llinesQA2
Supervision of ChildrenQA2
Occupational Health & SafetyQA3
Staff Code of ConductQA4

Workplace Bullying QA4
Confidentialityand Privacy- QA7
Complaints and GrievanceA7

Social Media QA7

Interactions with Childreq QA5

oo oo oo No o o O RO N0
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After reading these Policigdease complet¢he Policy Questionnaire, ghould take approximatel0 minutes to
complete if you have read the policies requirédtps://www.classmarker.com/online
test/start/?quiz=axr5771dae6927c¥ou will require an email address to comencelogin details and once finished
you will be provided with a certificate thgbu will berequiredto forward LMPA Merino Court.

Protecting Children Mandatory Reporting and Other Obligations for the Early Childhood Sector eLearning Module
Youalsoneed to complete thd°rotecting Childreim Mandatory Reporting and Other Obligations for theliz

Childhood Sector eLearnimdodule available via the link below. It consists of watching several videos and then
completing a series of questions in order to gain a certificate of complefiom certificate must then be submitted
with your relief application. Before completing the moduytsu will be prompted for a logiwhich is:

Login: ecec
Password: staff
http://www.elearn.com.au/det/earlychildhood

Employee Handbook
Please read theoddon Mallee Preschool Association Employee HandbogkR O 2 Y LI S
I

Receipt of Loddon Mallee Preschool Association Employee Baadb Q 2 O G SR

Education and Care Services and National Law Act 2010 and Regulations Quesiimnbeaicempleted by
Permanent employees only, relief educators do not need to complete)

This questionnaire will strengthdinowledge abouthe Education and Care Services National Law Act and
Regulations so that you are better equipped to fulfil your role as Responsible Person in Charge.

To complete this questionnaire you are required to read the Education and Care senticesNaw Act 2010 (Part
6 Operating an Education and Care Service, paged28¥and the Education and Care Services National
Regulations (Chapter 4 Operational Requirements, pagd®3). Before completing you will be prompted for your
email address.

https://www.classmarker.com/onlingest/start/?quiz=rp35767948dda5bf

Stage Twae EmploymentPack
Please complete aimployment Bck informationas listed in Stage Two on the Staff Induction Checlifitase
keep a copyor your personal records &rward original copy to LMRPA

Stage Three Induction DVD
Please watch the Induction DVBps://www.youtube.com/embed/H4zZwiFcXNbhd view accompanying liteare
as listed below and on our website

LMPA Vision Statement
Staff Induction CheckligfRefer to enclosed)
LMPA RelieEducator-eedback Form To be completed by permanent educator
LMPA Relief Educator Feedback Foriiro be completed by relief educator
DEECD Emergency Management Plan Cover page
Staff Leave Applicatiofiorm
Time Sheet
Guidelines for Emergency Staff (Blank)
ACECOA link
OHS Early Years core sheets
1 http://www.worksafe.vic.gov.au/formsand-publications/formsandpublications/childrensservices
occupationalhealth-and-safetycompliancekit
1 http://www.worksafe.vic.gov.au/pages/safetgnd-prevention/healthand-safetytopics/slipstrips-
andfalls
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https://www.classmarker.com/online-test/start/?quiz=axr5771dae6927cb
https://www.classmarker.com/online-test/start/?quiz=axr5771dae6927cb
http://www.elearn.com.au/det/earlychildhood
file://///bert/RedirectedFolders/courtneyp/Downloads/Employee+Handbook+2016%20(10).pdf
https://www.classmarker.com/online-test/start/?quiz=rp35767948dda5bf
https://www.youtube.com/embed/H4zZwiFcXN0
file://///bert/LMPA%20Shared%20Documents/Board%20of%20Management/LMPA%20Vision.docx
file://///bert/LMPA%20Shared%20Documents/General%20HR/RELIEF/Relief%202016/Relief%20Pack%20Current/LMPA%20Relief%20Educator%20Feedback%20V1.4.doc
file://///bert/LMPA%20Shared%20Documents/General%20HR/RELIEF/Relief%202016/Relief%20Pack%20Current/LMPA%20Relief%20Educator%20Feedback(Relievers)%20V1.0.doc
file://///bert/LMPA%20Shared%20Documents/General%20HR/RELIEF/Relief%20Pack%202015/EmergencyManagementPlanEarlyChildhood%20(1).docx
file://///bert/LMPA%20Shared%20Documents/General%20HR/Preschools/Guidelines%20for%20Emergency%20Staff/Guidelines_for_emergency_staff.doc
http://www.acecqa.gov.au/
http://www.worksafe.vic.gov.au/forms-and-publications/forms-and-publications/childrens-services-occupational-health-and-safety-compliance-kit
http://www.worksafe.vic.gov.au/forms-and-publications/forms-and-publications/childrens-services-occupational-health-and-safety-compliance-kit
http://www.worksafe.vic.gov.au/pages/safety-and-prevention/health-and-safety-topics/slips-trips-and-falls
http://www.worksafe.vic.gov.au/pages/safety-and-prevention/health-and-safety-topics/slips-trips-and-falls

Injury hotspots
T http://www.worksafeform.com/hotspots/child _hotspot.html

Bullying
T http://lwww.worksafe.vic.gov.au/pages/formand-publications/formsand-publications/your
pocketquideto-workplacebullying-support

LMPA Complex Works Log & Procedlure
Simple Maintenance Request
Staff Handbook

Once viewed please otplete the LMPA Staff Inductiadbhecklist stage 1, 2 & 3 and return signed to LMPA
Merino Court.

Once LMPA has received ydully completed and signed LMPA Staff Induction Checklist you have completed
[at! Qa FdzZf AYyRdzOGA2y® ,2dz gAff 06S aSyd I ylryS oFR3
you when you are employed at an LMPA seniddPA uses TIQBIZdommunicate with all employees, please

follow this link for information about this aptp://www.Impa.org.au/tigbiz

With thanks,

Courtney Pollard

Early Years Administration

10A Merino Court, East Bendi§650

p: 54431229 f: 54443241 e:eyad@Impa.org.au w: www.Impa.org.au

Version 1.0 2017


http://www.worksafeform.com/hotspots/child_hotspot.html
file://///bert/LMPA%20Shared%20Documents/General%20HR/Preschools/Maintenance/LMPA-Complex_Work_Log_&_Procedure.pdf
file://///bert/LMPA%20Shared%20Documents/General%20HR/Preschools/STRATEGIC%20PLANS/Maintenance/Simple_Maintenance_Request.pdf
file://///bert/LMPA%20Shared%20Documents/Policies%20&%20Procedures/staff%20handbook/LMPA%20Staff%20Handbook/Employee%20Handbook%202017.pdf
http://www.lmpa.org.au/tiqbiz
mailto:eyad@lmpa.org.au
http://www.lmpa.org.au/

Loddon Mallee Preschool Association

ABN: 76 914 884 723

10A Merino Court

East Bendigo VIC 3550
Ph: 5443 1229

Fax: 5444 3241

Web: www.Impa.org.au
Email: Impa@Impa.org.au

RETURN

LMPA Staff Induction

TICK]

STAGE ONEOnline Induction
(It is recommended you watch the Induction DVD before completing the following)

Policy Questionnair€ertificate attached; Date Initial

Protecting Children eLearning ModWlertificate attached; Date Initial

Loddon Mallee Preschool Association Employee HandBowolirmationof Receiptinitial

Permanent Employees oty MPA Education and Care Services and National Law Act 2010
Regulations Certificate attachedate Initial

TICK|

STAGE TWOEmployment Pack

LMPA Staff Employment Pack contains:

Data Form

Policy Acknowledgement Form (bullying, code of conduct, confidentiality)
Employee Handbook Confirmation of Receipt

Quialifications, Work History & Availability Form

Payroll & Bank Details Form

Choice ofSuperannuation Fund Standard Choice Form

Download the LMPA tigbiz app

Departmental Requirements around Kindergarten Programs (reading)
DEECD Supervision Practice Note (reading)

Fair Work Information Statement (reading)

= =4 -4 8 8 _a_a_9_°a._-2

Documents you will need to providS&ee Submission Checklist Form):

Two forms of identificatiorfcertified copies)

Proof of name change if different on certificate (eg. Marriage certificatertified copy)

Copy of your Working with Children Check /VIT Registration(cartfied copies)

Protecting Children eLearning Module certificate of completion

Copy of your qualificatiofcertified copies)

Copies of you first aid, CPR, anaphylaxis & asthma trajoéntified copies)

Copy of your current resume including 3 early years work relattdees

Medical management plan (if applicable)

Tax File Number Declaration Fo@ownloadable fromhttps://www.ato.gov.au/Forms/TFMieclaration/

=4 =4 -8 8 & -2 8 _a_2

TICK]

STAGE THREHmduction DVD

VisionStatement

Relief Staff Feedback Form & Process

Job Interview

Referee checkstwo minimum, 3 preferred

Introduce LMPA office staff where possible or photo of and briefly outline their duties

LMPA Business Car®elief Phone Number. If ill trewoner the better 0427 278 399 (please py
in your phone)

Employee Handbookavailable to read on LMPA website under staff forms

PolicyFolder¢ permanent staff to become familiar

Websitewww.Impa.org.atand staff log in information RETURN |

LMPA Staff Newsletter once per teon website
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https://www.ato.gov.au/Forms/TFN-declaration/
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LMPA Family Newsletter once per term on website and at seqstaff to provide a sign which
says that it is available now on the website

OHX/ 2NB { KSSU&Sefvedd) / KAf RNBYy Q

Guidelines for Emergency Staff. Supervision plans & supervision discussion Law & Reg
Call LMPA for help with anything at any time or go to line manager for help

National Law & Regs link

VEYLDE Victorian Early Years Learning & Developntaamework

EYLFE Early Years Learning Framework

NQF¢ National Quality Framework & QIP (Quality Improvement Plan)
http://acecga.gov.au/

Preschool Strategic Plan

Simple Maintenance Request Forms

Works Log an@rocedure

Emergency Management Plans

LMPA Uniforng optional

LMPA Name Badges

Viewed DVIZ Date Initial

This LMPA inductiofProcesstage one, two & three has been comprehensive
Yes No (Please circle)
Further comments/suggestions

Please complete the Introduction sheet below and return to Merino Court.
When working at an LMPA service please:
1 Wear your name badge
91 Display your introduction sheet prominently at tikatrance to the preschool (check position
with responsible person in charge)
1 Carry your staff record with you in a display folder.

Thank you for completing
I have been inducted as a LMPaf§memberall areas above
where addressed and | have received all items listed in stage 2 of the employment pack.

Signed: ( Educator Date:
Signed (LMPA Merino Crt) Date:
Office Use

LMPA Name Badge Ordered Date: \ Signed:

Introduction Sheet below Received Y/N
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Loddon Mallee Preschool Association

ABN: 76 914 884 723

10A Merino Court
East Bendigo VIC 3550

Ph: 5443 1229

Fax: 5444 3241
Web: www.Ilmpa.org.au
Email: Impa@Iimpa.org.au

RETURN
Hi Children and Families, v

| will be working with you today as a relief educator.
My name is

Please insert a coloured photo here.

| look forward to meeting you
a@ 22NJAYy3 gA0K / KAfRNBY Q3
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Loddon Mallee Preschool Association

ABN: 76 914 884 723

10A Merino Court

East Bendigo VIC 3550
Ph: 5443 1229

Fax: 5444 3241
Web: www.Ilmpa.org.au
Email: Impa@Iimpa.org.au

LMPA Staff Induction RETURN
TICK| STAGEOUR; Orientation to the service on Relievers first time workirag the INITIALED
service

Orientation to the service Relief Educators
1 Guidelines for Emergency Stagf& copy to be forwarded to LMPA which will
be forwarded to relief staff, first time relievers need to be inducted at serv
9 Supervision plans botimside and out
1 Emergency evacuation
1 Plansg medical: first aid, anaphylaxis etc.
Relief Staff are encouraged to arrive 30 min prior to the session on their first visi
service; this means they will only have 15 min at the end of a session.
Doesthe educator have a display folder containing their staff record?
Print Staff record emailed from Merino Court and file in staff records folder
Introduce relief staff member to other staff
Place introduction sign at entrance
Please ensure theddcator is wearing a name badge
Where possible, introduce the relief staff member to children and families
At the end of the session please complete a relief staff feedback form and forwa
LMPA if possible please discuss our comments withie¢hef educator.

Service Name

Orientation Date

Name of RelieEducator

Signature of Religgducator

Name ofResponsible Person in charge providing
orientation

Signature oResponsible Person in charge
providing aientation

Original to be kept itducatorsStaff Record
Copy to be provided to LMPA
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Loddon Mallee Preschool Association

ABN: 76 914 884 723

10A Merino Court

East Bendigo VIC 3550
Ph: 5443 1229

Fax: 5444 3241
Web: www.lmpa.org.au
Email: Impa@Impa.org.au

LMPA Staff Induction RETURN

TICK]

STAGE FIVEew PermanenEducators

Introduction to the staff team & Staff Communication

Provided with keys and keys to be signed outhef key register including filing cabinet keys

Sign in/out book

Guided tour of the kindergarten including: kinder play room , storerooms, office, yard, shed/
bathrooms, any other shared spaces

Provided with a copy of centre philosophy

Read Employee Handboqglavailable on the LMPA website

Be made aware of the location of key folders including but not limited to service folder, polic
folder, family folder, medication & accident & illness records

Location of

National Law Act 2010

National Regulations

Code of Ethics

EYLDF & VEYLDF

National Quality Framework & QIP

Staff Resources

LMPA Staff Newsletters Folder

Staff Records

/| KA RNBYyQa 9y NRfYSyld wSO2NRA
Guidelines for Emergency Staff

= A -_a-_a-_a_-9_-9_-42_-°a_-2°

If the educational leadet finance induction witH_.MPA Finance Team, other staff are to acces
LMPA finance procedures including purchasing procedures from services educational leadg

Emergency Management Plans to be reviewed each term arathtgs to be forwarded to LMPA

Staff Leave application for

Strategic Plans

Time sheet to be provided to LMPA when your normal hours are altered in any way

Teachers Network Meetingagenda and minutes on website

Stakeholders informationagenda and minutes on website

Certified supervisor status anmdsponsibility

Computer / website knowledge

Kinder Computer
1 How to turn or/ Log in/ Password
1 Check emails
1 Download photos

First Aid kit & Medication Storage

Medical Management Plans

t NEINIY AYTF2NNIGA2Y 3 [/ KAt RNByQa wSO2NRa

Contact details for all staff andolunteer Parent @nmittee (VPCJ Staff Trays
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Loddon Mallee Preschool Association

ABN: 76 914 884 723
10A Merino Court

East Bendigo VIC 3550

Ph: 5443 1229

Fax: 5444 3241 RETU RN
Web: www.Ilmpa.org.au

Email: Impa@Iimpa.org.au

I have been inducted as a permanent Preschool Staff member, all areas above were addressed.

Service Name

Orientation Date

Name ofNew Staff Member

Signature of Staff Member

Name ofResponsible Person in charge providing
orientation

Signature oResponsible Person in charge
providing aientation

Original to be kept itducatorsStaff Record
Copy to be provided to LMPA
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Loddon Mallee Preschool Association

ABN: 76 914 884 723
10A Merino Court

East Bendigo VIC 3550
Ph: 5443 1229
Fax: 5444 3241

it Tt e o RETURN

LMPA Induction

TICK

STAGHEIX¢ Induction andOrientation to the servicefor
Work Experience Students and Volunteers

INITIALED

Orientation to the service Work Experience Students and Volunteers
9 Signin/Out book
1 Guidelines for Emergency Staff
1 Supervision plans both inside and out
1 Emergency evacuatidexits
1 Plansg medical: first aid, anaphylaxis etc.

Print Student and Volunteer Data Form (LMPA website under staff forms
complete, send copy tMerino Court and file in Staff records folder.

IntroduceWork Experience Student or Volunteerother staff

Place an introduction sign at entrance

Please provide a temporary name badge

Where possible, introduce thé/ork Experience Student dolunteerto
children and families

The following points have been made clear to me:

Daily Routines

The importance of OH&S and following safe work practices and reporting
hazards.

The importance of Privacy and confidentiality of information

Child Protectiorg any information or observation to be reported immediate
to the responsible person in charge.

Parent Interactiong any questions or complaints from parents to be direct
immediately to the Early Childhood teacher

The importanceof good hygiene practices.

Nonsmoking regulation

The expectations of my placement/engagement have been clearly explai
to me.

Service Name

Orientation Date

Name ofWork Experience Student or Volunteer

Signature ofVork Experience Studeot Volunteer

Name ofResponsible Person in charge providing
orientation

Signature oResponsible Person in charge providir
orientation

Original to be kept itducatorsStaff Record
Copy to be provided to LMPA
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Loddon Mallee Preschool Association

ABN: 76 914 884 723

10A Merino Court

East Bendigo VIC 3550
Ph: 5443 1229

Fax: 5444 3241

Web: www.Impa.org.au
Email: Impa@Iimpa.org.au

RETURN

Employee Data Form

Personal Details

NAME DATE OF BIRTH
HOME PHONE MOBILE PHONE
ADDRESS Email
EMERGENCY EMERGENCY
CONTACT NAME CONTACT PHONE
EMERGENCY
RELATIONSHIP CONTACT MOBILE
MEDICAL ISYOUR MEDICAL
CONDITION: MANAGEMENT PLAN
Eg, Asthma, Diabetes, ATTACHED ? (refer to
Anaphylaxis. relevant policy)

Qualifications: Attach a certified  copy of any relevant early childhood qualifications and
a copy of other training certificate including anaphylaxis management and first aid training
certificates

QUALIFICATION NAME
Certified Copy attached

UPDATED QUALIFICATION
Certified Copy attached

FIRST AID COURSE CODE DATE UNDERTAKEN

Copy Attached

CPR COURSE CODE DATE UNDERTAKEN

Copy Attached

EMERGENCY ASTHMA DATE UNDERTAKEN
MANAGEMENT
COURSE CODE

Copy Attached

ANAPHYLAXIS MANAGEMENT

COURSE CODE DATE UNDERTAKEN

Copy Attached
Anaphylaxis Practice 1 Anaphylaxis  Practice 2
Date Date

Certified Supervisor Number Copy Attached

Assessment Notice

Working with Children

Check/ VIT reference

number Expiry Date
Date

Read by Approved Provider Currency

Verified

Version 1.0 2017



Loddon Mallee Preschool Association

ABN: 76 914 884 723
10A Merino Court

East Bendigo VIC 3550
Ph: 5443 1229

Fax: 5444 3241

Web: www.lmpa.org.au

Email: Impa@Iimpa.org.au RETU RN

ATTACHMENT 1

Policy Acknowledgement

| hereby acknowledge that | have read the:

A Code of Conduct Policy for Loddon Mallee Preschool Association (LMPA). Initial

A Workplace Bullying Policy for Loddon Mallee Preschool Association (LMPA). Initial

A Confidentiality and Privacy Policy for Loddon Mallee Preschool Association (LMPA). Initial

A ICT Policy (permanent staff only) Initial

A Child Safe (formerly Child Protection) Policy for Loddon Mallee Preschool Association (LMPA). Initial

| understand its contents and | agree to abide by the principles, practices and consequences set out within.

| understand that the Approved Provider (LMPA) will address any breach of these policies, and that any serious
breach could lead to legal or disciplinary action.

| understand that a signed copy of this acknowledgement will be kept on my staff record (at the service & a copy to be
forwarded to Merino Court to be keep with your staff file) while | am working for LMPA.

Signature Name (please print) Date

Version 1.0 2017



LODDON MALLEE PRESCHOOL ASSOCIATION

Precchsals vwiorlelegy Toosher

Confirmation of Receipt of
Loddon Mallee Preschool Association (LMPA)

Employee Handbook

corfim thot | hove reod the 2007 LAPA Emnployes

[Erpioyes o]

Hardbook and that | have vndersiood the conbanis,

ako corfimm that | hoee sowghd clarfication from ey LWPA, Early Years Advisor on any poinds
outined in the Hondbook which wer not clear o me.

Sigred:

Do

Fl=ose rehurm this form duly completed and signed o Medno Cowrt by the End February each
weor ond ploce o copy of this formi in your shoff recond ot the sendce.

Updaofes wil be published in the LWMPS, Educoior Mewsletiern these vpdotes wil be odded to
the online version of the hondoock which can be found on the UWPA wwebsthe onder Policies

ard Procedures — Gualty Areo 4

Virskon 2.2

H
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Loddon Mallee Preschool Association

ABN: 76 914 884 723

10A Merino Court

East Bendigo VIC 3550
Ph: 5443 1229

Fax: 5444 3241

Web: www.Impa.org.au
Email: Impa@Iimpa.org.au

Qualifications, Work History & Availability

New Employee Name:

Qualification:
(Please provide a copy of certificate if not already provided)

Tertiary Institute:

Length of Course: Date Completed:
(Equivalent years of full __ -time study)

Further Qualifications:

(Please provide a copy of certificate if not already provided)

Tertiary Institute:

Length of Cou  se: Date Completed:
(Equivalent years of full  -time study)

If you have been validated in accordance with MECA 2005 attach validation document

Employer Name: Phone:

Address: Post Code:

Staff Name: Position:

START DATE END DATE WORKPLACE POSITION HOURS PER WEEK

HOURLY RATE OF PAY IN LAST POSITION: $

Please detail any periods where there is a break in service, for example maternity leave, resignation, leave without

pay, etc. Privacy statement: These details will be provided to KPV for salary classification purposes.
TIMES AVAILABLE FOR WORK
Day Yes/No Times
Monday
Tuesday
Wednesday
Thursday
Friday
I am happy to relieving in the following positions: DTEACHER EPLOMA ATANT
(Note : role employed as, is rate paid eg. Bachelor qualified staff relieving an assistant role will be paid at the assistant rate)
PREFERRED WORK LOCATION i tick preferred locations
SOUTHERN SERVICES - BENDIGO
AXEDALE ELMORE EPSOM HEATHCOTE HELM STREET
HUNTLY KANGAROO FLAT KENNINGTON MARONG NEALE STREET NO-H
NEANGAR SOUTH BENDIGO SPRING GULLY STRATHFIELDSAY WHITE HILLS
CENTRAL SERVICES 1 ECHUCA
ECHUCA CENTR ECHUCA EAST ECHUCAOUTH GUNBOWER LOCKINGTON
ROCHESTER STANHOPE TONGALA
NORTHERN SERVICES 1 SWAN HILL
| KUNAWAA | | NYAH WEST | | SWAN HILL NORT| [ SWAN HILL SOUTH | WOORINEN SOUTH

Version 1.0 2017



I3]0 L TET B9 PESEFNGY UDWSPNGUID YION Jrog — 7 abing

6 EL EL AU EJ
neaobyjiomileymmm

NYWSONIW

S10AMA 118

THOOE 27 W00 454 34 40 7| UONIIS LA SOURPIOTIR L) URILSPRIGRLCY SION, 184 34 g pausqnd pue pasecad 5 JUIWIEIET LOGRLIGH| PO 184 3u)

“GLOT ANy pRaRpdn 15 URWSpROUAC YoM, 403 1Suica] o

ME'ACD MY MMM ‘3YSG3M LICISSILUILIGT) HIOM JIE4 BY3 ISIA LUEI NOA ‘UONBULIOMUI 534Ny aunbas nod

"SISLIELL 208y I0M IS0

puE ‘usLLAoHd WS JO UDIEUILLIE] UDRN|osa) Sandsip ‘uonae [euisnpul ‘Buiuetieq asudisiua ‘suoiipuod Juauwioldws pue sabem
WNUIUILL Jo 180 A13ges 3y o) Buneja sucouny jo sbuel e 1no Aued 01 AJUoyIne syl yim Apoq Juapuadapul UR S| UDISSILILLODTD
WA JIE] BU | 6007 19V FA0 e 3L JSPUN PAYSIORISE [EUNDU] SUONR|R) 338 |d}I0M [EUDIIEU U1 51 UOISSILULLIOTY) YAOM 1184 34|

“NEA0E JOMIIRY MMM
USIA SO 46 €1 €1 U0 UIOJU] JIOM J124 311 19BIU0D LIED NOA ‘UBLLSDNGLAD YICAR 1124 21 LUIOI LONSLLOUI 124Ny 21nkas nod j

“SME] A3R|dyI0M YDERIG OUM SaAIETUEsaICa iay) Jo/pue saako)jduss siado)dwa 1suebe sbuipaanold SoUawILIOS [jm UBLISPNGUID
WO Jied 2u1 ‘Feudosdde aiau, smep aoepdpom Y sauendwod ainsua o) suonebigo pue spybu soedyiom Inoge saatojduws
pue siaf0jdwa S31EINPS UBLUSENGLUCH }H08 184 34| sae|dyiom ueexsny anesadood pue aaanpoud ‘snououuey Bunowosd

10} 3|qIsundsal S PUB E007 1Y Yo JIES SUl 1apun paieand Auabe A0iniels 1wapuadapu] Ue S| UBLISPRGUIQ Y40M 4184 31|
UOISSIUILIOD YJOM J1B4 B4} PUR UBWISPNGQWO Y4OM JIed 3yl »

safopdwsa nod pue ‘uonesiuebio eyl Sepioy wad ay1 ol Ajdde suonousal Aoeand 1015 JSASMOY SIUSLUNIOP WIELEd Adod Jo
1adsur ued sepjoy Nwisad v sialew Alaes pue yijeay [euonednoso Jo uonesiuefuo s ap|oy Nwad 3yl 4O sBqUIaLU B 133448 1811 SME|
a0e|dy JOM JO SUDIUBABIILOD paidadsns ajebisanul 01 10 ‘sasodind uoissnIsip Joy 3 Aew A1u3 sasiwaid 2l J31us o1 UonuSIuL IByL
O 20n0U N0y 7 2paoid 1snw A)jeiauab pue UOISSILILIDD YO 1B 341 woy Juuad AIIUS 1USLND PUB PIjEA B 2Ry 1STIL J3poy
Huad v osasiuaid YoM J31uR ol (Jenwo uoiun e Ajeisusb) sieproy nwisd jo suonebgo pue siySu a0l 01 sispa Aus Jo 1y B

fiuajobry r

‘nerAoB jIoMmIIES MMM 11514 3583)d BP0 511 UD UODELLIOMI BULINY 104 Sp07) [ESSIUSI JIEd

ssaUIsng J[ews 241 Buipnpul 'sassauisng |jews o) Ajdde suoisivoud [eoads Jessiwsip jo sAep |7 uiyum pabpoy 3q 1snw suoneddde
1Y) 230U 01 Jueliodiul SI 1| B3UBISISSE JOj LCISSILULIOD) Y0 J1ey 3y) o} vopeadde ue ayew o) 3)qiby2 2q few nok pue [essiwsip
JIRJUN 3IN0SU0D AEL SIY] ‘SIND20 ST )| Bjgeuoseaiun s 15nfun ‘Ysiey, 5118yl Jauuew 2 Ul nod ssILSIp 10U pinoys Jadojduss anoy,

‘siawifed Asuepunpal ajgeddde Aue pue ‘anea| a01as Buo) pue anea) leiuue paniooe o) Juauded ‘aanou jo nai ul jusuded ‘sabem
BuipueIsiNg 3pnjpul ABL SIUL SIUBLSHNUS Juswioidws Bulpusising AU 3/AR0B) 01 PR(lIUS 28 NOA ‘Spus diysucie|z) uswudopduws
INOA UBUA, (essILUSIP pue soneubisss ouerpunpa Buipn|ul SUCSEa) 10 JSQUINU B 10} JN300 UED JUSLWAo|dLUS 0 UonewiuLa]

wswkojdwsa jo uoneuwwia] ¥

(sAEP |7 LYW UDISSILAWOD)
HIOAN JIE] BU1 yum pabpoy 39 1Snw passILISID Uaaq aney NoA aaym suonsaioud [eisuab o Bunejss suoneandde) UoiSSILULICT Y20
11 311 IO UBLUSPNGUIC ¥IOA JIBS 341 Lo 30URsisse §3as ue nof Jadojdwa Jnod 4g uoioe asianpe paousiedxa awey nod j|

“2nssaud PUB 20USN|JU| 2NPUN “UONBUILLOSID [Nsejun

w0y 321 3q 01 Y51 31 pUe (LOIUN 2 JO J20LUSL B 3020 01 10U JO 2023 01 Y6u ay1 Buipnjpul) UOIEIoSSE jo LWopaal)

o1 Y61 3yl apnjaul s1BU a0e|dyiom JNoA JO SWOS SU0SER) AICIBUILLILDSID J0) Apuasagip nod Bunean Jo ‘vomsod inod Buuale
Aaanebau ‘nod Aojdwsa ol Buisnyal nodk BUISSILSIP 3pN|oUl PINo Uoize asianpy TyBu adejdyiom e aney nod asnezag nod 1sulete
LONJE SSI3APE 3YE] 0] Jakojduwa ok 1o) Nysmejun si ] waly] 32ous ues nod saunsua 1 ‘siybu yum nod sapioid Ajuo 1ou me| ay |

(suonpayoud jessuab) syybu axejdyjiom pue uoIJEIDOSSE JO WOPaaly ¥

-ueipient o Juased inod Ag paubis

20 DS|E 1SN 4] JnoK ‘35e Jo iead g Japun 2ue nod Ji pue ‘Bunum Ul 3g 01 202 Sy4] IRIas0 Jo 131130 24 1S Nod 4] ue 32w o1

B500UD NOA J1 130304 ‘W] LE 2L 01 Pa0u0y 30 10UUED Noy, 1akojdwa Inod pue nok Jiog Jo spasu syl 1aaw o paubisap aue sydl
Juawaaibe asudialua J0 pIEME LISPOLW INCA JO SULS] WENIED JO 10318 3y1 saUeA Uiym ‘(yd)) wawsabueiny Aupgee) enprapu) ue
01 aaube 01 sadojdwa INoA pue Nok smolje Lwuay siy | w2l ANjge) e 3pnpul 1snw juawasbe asudiaius 10 pIEME LISpoW INoy,

sjuawabuene Apgixay [Enplalpu] ¥
E'ACB IMFMMM 'S1ISTEM LOISSILILLIOT Y00, J124 34 UsiA siuawaaibe asudiaiua buneuiual

10 Buifies ‘Bupiew INOGE UONEWOH) 104 UoHIE [euisnpul Burkel 1o s3pns 1315 osje e aimy| Juawaaibe asudiaus ue bunenobau
uaym yuey poob u uiebueq 1snw pue asneluasaidas BuueBieq e 4 paauasaidal aq o1 by auy1 aney Jadojdwa nok pue noy,

"UOISSILULLIOT) Y10 g4 341 Aq pancidde ag ued wawasibe syl moy pue ‘Juawaalbe asudisiua Ue Ul papnizul 2 10UUeD

pue ue3 18y sianew ‘Bunos ‘uonenobau 1noge aie sajns 2say] ssazoid Buiuiebueq asudsaiuz 2yl 01 Bune)ss s Jyoads ase a8y |
“a2e|dyom Jnod 1e fdde 181 JuSLAojdWa JO SUoMPUGD pue suual 3yl ul sabueyd 1oy sapinosd pue 3jqeacicjua s| luauwssaite
25UdI3IUS UR ‘UDISSILULICT }0N JIe4 31 A pascudde aoug uawsaibe asudisiua ue sy s1enobau (aaeisasaidal Buuebieg
J310 10 UDIUN B S UINS) SMIBIUSS2Ida) IN0K IO ok Jako|duwsa inok aiaym ssaooud Guiuiedieq asudiaiua Ue Ul paajoaul 3 AW NoA,

Bunjew juswaaiby »

WILADJU] IO WD _.._n.!uu..__._n.s.._m.,.;!

y
oy
]
]
&

| #88 EF NGV UDWSPNGLUIC) YI0M

T SIN 33 Ing ‘Ajdde 10U (1M PIEME LISPOW B 'A|ENULE PaXapUl pUB Wnuue Jad 00L'9E s
12 135 Apuauna ‘proysanyl auwsozu Yy syl eyl aow wiea |w nod 1eyl Bunum u) seajuesent safojduwss inod araym ‘ajduwexa 104
‘nod oy Apdde 100 Aew vonednaoo 1o AISNPUL INOA S13A00 1811 [IEME WISPoW 211 ‘sadojduss awooun ybiy e o Jabeusw g are nod j|
SIUSLUS[NUA A3Uepunpal Jypads AsNpul INOGE SLWS1 UIEIUOD O5fE ARW A3U] JuaWwaj11as aindsip pue ‘uoneluasaiday
‘uoneyNsUOD Joj saunpadoid pue ‘vogenuueladns ‘BuIPeo| aAEa| PUB 3AE3| ‘S3DUEMO||E ‘SUOLEIYISSED 'SYE3U0 153U HIOM JO SINoY
‘siuawabueue Bupyiom jqmay Wuewiojduwa jo sadAl ‘sarer Kjeuad ‘sabem Wwnwiuiw INDGE SULSL UIILOD ABL SPIBME LIRPOJY
“PIEME UISPOW 1310 AU AQ
PRIIA0D 10U 318 OUM 533K0|dLU3 13A02 AR 18Y] PIEAY SNORUB|IISIY B OS2 S12J34 1 SPIEPURIS JUSWAD|OWS LWUNWIUIL 3|qea2i0jua
Jomppe apiwoud PUE UoNednIoo 10 AIISNPUL UE JaA00 SPUBME 35311 | PIEME LUSDOW © AQ pasaaod aq Aew nod ‘SIn ayl 01 uoippe u|
SpIeMme uwispop »
“PINg2 341 Joy 2se0 nod djay o1 siseq awi-led B U 3I0M 01 LN o1 Jsanbas Aew nok anea|
vondope Jo [eyuased Bupyel saye yiom 01 Bulwinial ase pue ppyo e jo 318D 3yl oy Aupgisuodsal aney 10 pliyd e jo wased € aie nod §|
ARy 131 woy asusjon Bupusuadxe
12 A1 asnesaq Loddns Jo aued sannbal oy poyasnoy 1o Alile) S1eipaww inod jo 1aguisw e o1 uoddns o aed apisand -

10 Apuuey snod J0 Jaguiaw e woly azuajomn Bunusuadya ae -

Bplooss e -

Aupgesipeaney -

(D107 12y uomubosay jare) ayl jo Buuealw 3yl ulyim) JaueD B 3 -

sabunod o abe jooyas jo s1oym Py € o '31ed 3yl 1oy Aupgisucdsas aney o ‘luaied ayl e -
nok asnedaq Ay 2unba noA 1 Jakodwa Jnod wouy yiow jo uoie3o) ko swaned sinoy u sabueys
npnju siusuabue e Buppom mod u sbueys e 1sanbar Azw noy, 53N 2yl o Ded wuoy stuswisbuele Buppos ajgixay. K0} s1sanbay
sjuawabuene Bupuom ajqixay 1sanbas oy ybiy »

‘siuzwabuelse Buryiom grey
sanbai 01 16y inof pue ‘anes| [e1ualed ‘anes s aie3/EuOsIad 3pNpUl 1aa0 ALED 8L YDIymM SIUSLLSINUS SIN AW 1a4ojduws mau
1101 san0 A1ET AL SIUSWS[IIUS SIM IN0A J0 SWOS S3UMD MU 2 01 SS3UISTO 1I3U1 SI3JSURIL 0 S|jEs 0ym JaA0|duia ue o) {10m nod J|

‘saako|dwa [BNSED J0y SUOISN|IXS SW0S 2J8 3534) ‘S3URISUI 104 'SIN 341 0] JUSBWSpHILS Jnok
| Ajddie Aew suoIEILLI| JO SUCIIPUGT SLUOS 18] 310U 3583|4 NE'ACB yIoMIIES MMM 12 P3553008 20 Ued §IN a3 jo Adod aldwod v
‘JUSLURIRIS UONBULIDJU| HOM, JIB 311 3n333) 01 saakojdwa mau Joj 1ybu aul o1
Aed AJUEPUNDEI PUB UONEBUILLS] JO 30N 6
“sAEp 35011 U0 sinoy Aeulpio o) pled 39 01 JUSWS[NUS 3Ul pue sAEpIlOY IKnd 8
-anea| aovuas Buo

-aznas Ainf 1oy 1daze predun s1 anes) siyL
“SIFNSESIP [BANIEU 0 sanusfiaws wenas yum buleap saanoe 10 a3iaas Anf oy 3ne3) 93aEs AJunwuo) 9

“UCISEI00 3|qIssiuuad Yoes 1) 3nea| sJaued predun sKep oml pue
‘uoIse300 3|qissiuuad yoea Joj anea| aeucissedwod pred sdep oma ‘(e1e) oid) seak yoea anea) s.ames/jeuosiad pred sAep ua)

‘(101 cud) Jeak Yoea aned] [enuue pred syaam Jnoy
SYILOLW 7 | eudiippe ue 1sanbal 01 16U e yim (predun) syluow 7] j0 3aea) wondope pUe [e1uaieg

Ao

suawabueue Buppom 2jqixay 1sanbas o1 1ybu v
“SINCY |PUSHIIPPE 3|qeuoseal, snjd ‘Ssaadojdwa swn-|ny s0y SINoy §E J0 §aam Bupom PIEpURIS WNWIKEW ¥ |
1SAN 241 Ul SJUBWAIIUS a0e|dYIoM WnWUIW O] 3Je alay |
(53N) spuepuels Juauwsdodwg
|euDnEn 241 YENOIY JUSWADIdWS JO SUSIIPUOD PUE SLUK LENWILIL 0 13U A13J8S B YIm NoA sapimoud §007 13 Yo JIES UL
spiepuels Juawdhojdw3 jeuoneny ayl r

‘N A0B JIoMIEr MMM 11514 10 6 £ €1 UD SUIJOJU| Y400 JIE4 SU1 13EIU0D UED NoA 'UONELLLGIU] J31INng aanbal
24 J| uaudopdwia ok 15308 W 18U SE1IEL LD LONEWLEU] J15eq sapiacid 1USWa1e15 3y TusuAoidLUS JO IUSWATUESLILLIOD 34 1aYe
fqissod se uDos se asopdws eyl A saakopdus mau J|E 01 papiaoud 20 01 51 IUIWUSIELS UODELLIOML] YE0A JIB] SIUL ‘0107 Asenuer | woug

JUSWIRAILIS UOPULIONU]
SHOM Areyq

— [ abog

version 1.0 201/



UGB MIUSE W uad pus

1sanbad ‘31e3 SISyl ol BlIYT 3yl Suizeld o1 Joud pue ‘[EnpIApUl 3Y140 |BALB uodn -
‘usyeEiapury 3Y11e |eallle uodn uoiIeauap

wasaud 01 padinbad 51 ppyz 2y Suioa|oo [Enplapul 343 eyl uaied Syl wio| e
"2EESEIW YT WIUoD

01 (U022 JUSLW|CIUS 3Y1 Ul J3guunu 3yl 01 Suipiodze) yaequelpiensfiusied syl suocyd =

pRMO||04 2 BINCYS 2ND330.d BUIMO|I0L 341 BIU3 3113203 01 5] |ENRIAIDY| BISUOYINEUn
U 1BYL 1e1s AJIouU caue|plens ausded B AQPa1081U0D 5| USLIEEISPUIY SUL 18YD JUSAS 3YL U

"pJ073] WUSW|CIUS 3Y1 3 NSUOT “IqNOQ Ul 1343 218 NoA §| "|enpIRIpUl

Da5LOYINEUN UB JO 2183 3yl 01U] B{IY2 B SSIWSID J3qUWSW Je1s B UBd S33URISWNIID

OU J3pUM USLEEISpULR WO BIIYT FY1133(103 013198UN SIUepIen S ualed ayl1egyl
U3 JY1 U 3TNAUSS 3YL WOLY BIYD Y1 133)|00 01 BISLIOYINE 218 OYM S|ENDIAINUI S3111USD)
pJ0331 JUSWOIUS 5,012 YIeT ueipienualed s pliya 3y Ag PaSLIOYINE U33q 3ABY

oy s|enpaIpUl Ag Ajuo usESIapUR 2Y1 W) P3103)[03 218 USIP|IYD 18y uenodw 51 3|

TSIPIN) 10 UOM59(10 PUE ASAlS (0 BUILIITUGS 10} SINpaold

J00q UDIIEXpaW Jo/pue yoog Aunfulfssau|1IUSp DI SYIUIUDIBWICU| U033 =
‘ipepinoad 41 uepd wawaseuew (E2pIW s oY wswdw] .

"W U oIuS

£ 0IIYZ 3YIua (S53U)|) 10 031100 20 01 Uolss|wlad Suney sepalalsial

S1OYM) [BNpIAIDU) J3y10ue ALNOU D31TRIUGY 3Q JoUued uelpiens flualed
Y1 1841 IWIAS 3YLU|. . "2|01550d SEUQDS SEUR|DIENS usled 0D 3YIALION .

TUSHBEUSPUN 34
pinoys aunpadcud Suime|el U3 |1 Sulwodag fBulaq 40 pa13adsns SIBIIY3 B 1841 WA 3L Y|
553U PIYD o3 Bulpucdsay

(87 178 96T 19 533G SURIDIIND
W3 JOYIRIG B O 3G PINCM 05 0P 0] ) SITUEISLUNIIID YT U] 2|qRUDSEIIUN 51 18yl 3uldDsip
4o wioy Aue o ‘wawysiund |eiodios ol peaelgns 20 pIYD B PNOYS S30URISWNDT OU J3pun

TP JO SUNAEsig

‘uzisidadns

WP Ul 25e5uU2 01 11815 Jo4 51 pezey B anasd olAem 1saq 3yl Anlullo ssaup) jeausiod
1) F5TEY U pIEZEY 341 5231BU| W1 [S 1BY1 JSUUE L B U puddsal pUe ‘pIeZeY B Ul 1nsal
Algissod pnod 1ey1anss) Aue Juaaaad pue AJuapl 01298 39 01 4815 100 Juenadw) 51 3

"313 S5153J31U1 PUR SPS3U S USUE| 1YY 3yl 1eaw o1 wesSoud a1eudouddeu) e
UoRENESW pIY? Jo SBuussuwpe pue 251015 21enbapey| e

‘uaJp|Iyz 03 2)q15523020 Sulaq 212 saued ‘S|EUSIBW XD ] e

~11P15 Ag 20U BlSISSE pue ugisiiadns a1enbapeu] e

'SI000ING PUR SJ00PUI Y10q Wawdinbs pue auniuing 1o uswated sleudoiddeu) e
1312 52315 "SY20| Buous) WaWwdINDa FINIUINIWICM J0 USYOIE e

3pn|aul spaezey Jo sajdwexy

"(OTOT 12y MET |2UCIEN S331AU3G 208 UL UCIIEINDT 0113420 3583(d) "UHEEI2pU 2yl uiyum
wasaud 51 1ey3 jenprapul Aue ol ssau))) Jo Aunfu) 3snes ue eyl Suyliue s) pIezeY ¥ -

iDJEZEY B PIUSDISUCD 5118YAN
SpIeZeq W01} Uap|iy) JO Uo3oa301g

UL SUHI0M 51 ISWSLW JIB15 31 18U BB 318D |

Y01 PN 10U 51 1 RIIUSD 201U 2Y1 01 SB[ uaIae sy InJao Algissod pnod 1eyl
Aanfug Ay wanaud cauoinse 3eudoldde 33 e1 pue ‘sluSpIae Jo spuezey epuslod Alusm)
01348 PUE ‘01 U3[E 38 LJBI5 1BYL SUNSUS 01 51 UOISISdNS 14815 40 103dse Juenodw uy

‘PaJinbad J U3Jp|IYD 01 33UB151558 3pi0ld 01 3|8 248 14P1S pUB 3185
UIBWIE] URIP[IYT 1BY1 3IN5US 01 [RIUSS53 5 WOOIYIRG 5 U3IP| YD 341 Ul u3Jg| Y2 Jo usisiuadng

DY
BY1 Jo3Juasaud Sylul 3 01 painDad 348 JPTS N30 01 SIY1 104 Suiaiayl palnbad i Ame
SPIIY3 B Ul SUSAISIUL IO USID|IYD [ENBIAIPUL IO SP33U 3Y1 01 puodsal 01 3|08 3q BINoys Jels

uasald JaquiSw 1e1s B INOYIIM LWGC] B Ul p3pUS11eUn

113| 20 USJP|IY3 PINOYS W1 OU 1Y "pPasiiadns aq 1snw Juasald 318 ualp|Iys 33y m seale

112 [PUB “S3LWIL |2 18 J4815 40 MSIA UL 3J8 USLEEISPUR 3YL UL D3([0IUS USJD Y2 3ey3 Juepodul

513 "OTOT 1 MET [SUCIIEN S331AU35 2U87 PUE UDIIEINPT 341 JoyIeauq e s|ucisiuadns azenbape
Ul 25R5U3 10U 01 ‘3235 S URUD[IYT B UIUSIDIYZ YA SUIoMn US4y M [BLIA 51 USIsIuadng

URIP|ID) JO uoisiAa=ans

T 24inbad Ao

SO USYA 31T B 18 33135 343 1 Wasaud 3q 01 Slaquiaw Jels 7 1oy Juawaanbal e os|e 5|
I3 | "PRPUSIIEUN USIEIYD 3Y1 SAES| JSQUISLW JJBIS B pINOYS UG5535 USLEEISpUL B Bulnp
FLWN OU 1% 52U || B 1B USUEEISPUTY U118 USUP|IYD 40 USIIEINES pUe 3Ued ‘Ugisiuadns

YL Ul PR|CAU] 3G 01 1S Jo) Jueuodw) 51 Y welSoud 3yl u) Suned miued Alpnoe

pue “Fuldaa|s ‘BUI1ES 3UB USUP|IYZ USYM 53111 5300|301 SIYL "USYHELISPUN 3U. 1BY] SUCISINIxNS
Aue 0l saidde os|e pue USLIESISPUL SY1U1JN330 18Y1 53AIA0E ||B ol Adde soiley

suanombay
JOUCHDN S3IWUSS 3407 PUD UGROINPT 343 40 Y3824 B 51 50118 SA0GE YT UM 3DUE|dWo3 uoh . .

‘swel30.4d uayiediapuly
punoJe sjuawalinbay jejuswiiedaq

Version 1.0 2017



-SI0joE) 23ay) ssauppe o ABuipicose pajoe
PUE SI0JOB) ¥SU AUB PRUSPISUOD PUE DAyNUSp! SABY
pue saopoesd daajs ayes jo Buipuejsiapun ue aney
A8y Jey] SENSUISD O] BIE B0 SN SISQIBW YEIS

‘uauppiya Buidas)s jo uoisiuadns
ajenbape apiwosd jJou Aew Guideid Zismw aney pue
MJEP QB JBUy) SWooy PlY Syl o] ysu |eguajod Aue
asjwuiw o0} Guidaals aie Aaul uaym way) apisaq Aejs
o] auoawos aunbas AEwW py2 8yl aiojaIay) ‘SI9IOSIP
Bun) JJUCIYD IO SPIOD UNM USIDIYD 10 SSIE] [[BLUS
ypw pajenosse agq Aew ysu teybly & ‘sjdwexs 104

-eaue Buides|s
ajeledas B i Jo WoCI SUsIpYD B Ul Jeype ‘Guidas)s
BB UAIP|IYD JaABUSUM SPEBU S,UBIpIYD O} Ajaanisuas
pue Apnb puodsas o) moy Buissesse sapnpup sny

"s¥su [enuaied
Aue asiwiuiw o) aseyd u) nd aue saanoesd woisadns
ajenbape aunsua |w\ SIYL SI0JOE) ¥SU AUE BuLLEIEp
0] USYEMSDUN 20 PINOYS SPESU PUE SJUEBISWNDID
Sy YIES JO JUBWISSaSSE UB ‘uaipjyo Gujdesjs
j0 suawannbas uoswadns syl Bupsmsuoy usypy

uaippyg Budsalg

“fuessacau
1o seudoidde uaym  usaplys yww sAem aapisod
ul Guiussiajul puE Spesu SUBIPIYD (B o) Aj9Anisuas
pue fyainb Buipuodsas ‘eowaas syl Ag pajeanpe
1o 1oy pases Bulag ppys YoJES Jo SINOgESISUM BU)
Bumouy SABM|E S)INPE UD 21121 UOISIAIEdNS BjENbapy

“uaup(iya sy Guneanpa
Jo 10y Buues ag ABw oym synpe Jaylo Aue lojpue
UEIS 1SYI0 WM pajEdunuWoD pue pauued Anjaues
] JSNW pasiuadns aJE ualpiyDd aul Moy PuE alaym
10 JUBLISSISSE SIY] UAIPPYD By aswuadns o] papaau
AE SYNPE AUBW MOY JO JUSLUSS3ISSE [EUCHIPPE
uE ajepapun o) Alessatau ag ABw 1 S8 UIBNED Ty

"BIIAIBS ) JO N0 I8 uaIp|iya
U} Sl BUUS Y} JOJ PEPASU SHNPE JO JSGWINU puE
uoIsIUadNs J0 S|aAa| ay) JUNCIDIE DU 8YE] 0] paau [m
JUBLUSSISSE ¥SU BYL "uoIsINaxa ue Jo Bugno supgnol
e Buuued jo ped 5| juswssasse ysu e Bupepspun

sBuipno suNoJ pue suoISINOXg

uone|siBa| 5301 §,USIPIYD UBLIOIDLN

BaJE
alElpawW] umo JBul ugim isnl jou ‘BaMues Bjoum
ay) noybnosyy SUSPIBUl INJUUEY JaYJo pue sauniu)
‘SIUBPID0R J0) [BNUaIDd U] 0] PalE g JSNL SIaquawW
yels "wayy punose uo Bupb s jEUM o BiEmE
DUE 0} L9e 8g JSNL S19quWaw Yejs [y pasimadns aq
Isnw sadA} 8018 || Ul USIDIIYD O} B|CE|IEAR SERIE |Iy

‘siaquiaw Ye)s e Buowe uoneIuNWWod JUEjSUCD
pue siomwes)  saunbes  uoispuedns  aenbepy

‘uoisiuadng sjenbape aunsua o) pasnbay
aq |iw Aep auj jnoybnosy uawadseld yels o} ysecsdde
aigay v Aep ay) Buunp awn suo Aue jE pajedo] auE
UBUPIIYD S} YIIYM Ul SESUE JUBISHIP BY) PUB UIPIYD
10 J3agwnu ay) uo puadap M j| pasapIsuod Ajnjaued
2 0) pesu | uoisiuedns ajenbape Joy aorues ay)
J0 ESIE YDJES Ul pEpaSU S)NPE JBY0 JO/pUB SISgISW
yElS Jo Jequnu ay)] ‘paceld ag pmoys Asyl aiaym
pUE UOISIIEINS J0) pEpaSU BIE SIBQWaW YE)S AuBw
MOY INOGE SUDISIDap J094E SI0JDE) [EJGADS ‘SBIIABS
aes afe |DOUYJS PUE S80IAIBS  PASEQ-auUad 104

uoisinsadns Joj Buluue|q

SEOIE USSM]BY SAOW 0] SISGWSLW YJE)S 10) pasu *

Jequiaw
HElS yoes Jo [iys pue abpapmouy ‘sousyadxs

.

uaIpiyD
0 dnosb yoaea pue piya yaea jo abipeajMouy SINpe

.

SEAJE BsAU) J0
Apnqissasse pue Apgisia au) senomed up ‘saagoe
ay} u) Buibebua ale UAIP|IYD BY} BIGYM SEBIE *

siaio ypm Guideld pue samaioe Le ‘saanoe
[ezsAyd ‘apdwexa Joy ‘AyaoE JuauInD s pIYd yses ¢

.

synpe jo Guuogisod pue Jagunu
uBIpIIYD Jo Salge *
uaipjy2 jo sabe +

uBJpIIYD Jo JBquinu *

-Guwonoy
ay Gupnpuw ‘siopey jo ebues e Ag pauwsiep
5| uoismaadns jo Asenbape ay) ‘sadf) aowuas || Jo4

“S82IAS SUaIpIuD
e w uoispuadns ajenbape apiaoad 0] JuSIIUNS
aq sAeme jou Aew sonel asay) Gupesw ‘laaamop
‘UBIDIYI BJEINPS 10 10} BIED 0] painbal siagquiaw
BEIS JO JBQWNU WNWIULL 3y agudsap (95 pue
55 '¥5 ‘€5 suonenbai) sonel Yels/piyp By} ‘seames
a3 AEpIOY [OOUDS PUE S3JIAJES PISEQ-aNuad 104

uoisiuadns ajenbape pue sones Jejs/plyo

APy Mouy
o) 186 Aay) sE SIU) INOGE WES| SIBqWaL YEIS “SIayjo
UBY uo|SKIBdns SI0W PISU OYM USIPIYD SWOS
aq | auey) abe awes sy Jo ualpyD Jo dnolb B uj

PRI
yoea asiuadns Ajplenbape o] paoeid )saq ase Aauy)
asaym noge Aep ay) noybnosy) suoisipap SYew o)
pasu M YE)s ‘Joj paed Buiaq aue uslpiyo JaasuSUAN

‘uosiuadns ajenbape pasepisuod aq Aew puodsas
o] uomsod B Ul BJE sIBquaw PEs JEY) Guunsua
puE S ppyD ysea asauym Duwouy ‘Japjo sue uaippya
yamym Ul ‘aonias aued AEPHOY |00UIS B Ul JSENUOD
ul way) Buispuadns s oym ynpe ayl o) Apwpxoxd
9S00 Ul UIBLISS USIP|IYD SY) JBY) UBSLW | uDisiuedns
apenbepe ‘usippys BunoA oy sowuses paseqg-asuao
E Ul ‘S|dWEXS J04 "SS0ISS JUIaYIp 10} SAEM SIS Ul
jualayp aq o) Alay) aso)aley) S1 uorsiuadns ajenbapy

‘way) diay pue poddns o) Aq 8013 pue Juasasd
Anensfyd aq o) ynpe ue pasu Aew Asyl auow By
‘ale usapjiy2 1ebunok ay) ‘elsual uj “jou ABwWw waIPIYD
18p|0 SESIBYM YNPE UE jo Jybis ul Bg 0} pasu sieme
e usappyo Jebunoy, uoswiadns Jo sjana) jJuasayp
pasu |wa s3ge pue sabie JuANAYIP O UBIPIYD

"SAWN [|B 1B 2B UaIp|uD 21auMm
Bumouy sueaw ) Apusbip pue Apapjoe pasojuow
aq sheme pnoys aowuas ay) Je py2 Auane ‘sange
pue sabe suaupup Byl uo JEymBWDs spuadsp
uoialadne  ajenbape jo uoisioad Byl uBnouy

a1 joo; uoisiuadns ajenbape saop jeyn

UBJP|IYD PUE JS0WSLW LEIS uaamaq SdIysUoNE|e)
|nyoadsas Aemnu ‘GUOJS JO SIUSBPIAS B4 [ 0B}
‘fjmenbape  paspuadns Buleq e uasppys uaypy
UBIPIIYD PUE JBQWBW YE)S usamiag sdiysuonelRs
aapsod Guippng o1 einguuod  ued  uoiswiadng

"uaipjiys jo Buipuelsiapun aseassul pue sdiysiauped
sping o) sdigy sy (WEIS [00UIS yiw  sedIIes
aie2  Aepioy jooydrs ul ‘apdwexa Jop) Jwepoduy

Z1L0Z s2qwaidag pajepdn
oLozfep | zL sioN soped

uoisinedng

uope|s|Ba) SE0IMISS S, UBIP|IYY UBLIOIIIA,

S| S3A|SWAY] UBIPJIYD AUl Y puB pliya auy
10} @|qisuodsal SIBYI0 YW ‘SNIWE} YIM SIUSLWISSOSSE
Buueyg wesfoud sy Guuueid 0] suoENgUIUDD
S|QEN|EA SIE  SJUSWISSASSE  Bsay)] “synpe
pue uauppyo Jayjo o} Bujejas jo sfem pue sjsasaju
pue syifusns SpIYD YDES SS9SSE 0] sayunpoddo
sajeass  uaippy? o uoiswedns  npyBnoyl

“20Iu8s S,uaIp|IyD ay) jo Bugies [epos
ay) u way) jnoge sbupuejsiapun |enuasse dojanap
PUE PiIYD Y2Ea mouy o) 126 Jaquiaw yeis uoisiadns
ybnosyy “Aep ayr jo swy uamB Aue e Guop
SI pIY2 yoea jeym jo abpapwouwy aney pue uaupiye
yuw panjonu) A|BAIDE aq o) Jaguaw Yejs ay) saunbal
1 Wrey Jo SpUEZEY [EMIDE Jo [equajod o) Guipuodsas
1o Bunguassid ueyy ssow  samonu  uoisruadng

‘Buragiam pue Al@Jes Jay) o
INQUIUoD 0} USIPIYD Jo Sdnoub pue uSIPHYD [ENPIAIPUL
o} Bupeiss pue Buwissqo Ajuejsucs s ucisiuadng

UQIENYIS SNOPJEZEY E U] §1 JO Passasip
si piy2 B uayw Buipnpu A@jelpaww  puodsas
UEZ JNpPE UE JBY] SUEBW uojsiIadns  ajenbapy
‘saunnos  Apep pue ‘sieylo ypm suopoessju CAegd
u  saouauadga  Apep nayl u asue AeEw JEY] wUBY
10 SPJEZRY WOy uaipjy2 pejoud o} sdiay ueismiadns
‘l9AS]  DISEQ JS0W S) Ty CBdusuadxs  uoneInpa
puE 2ued Hoym auyj jo ped jeibeju ue s uoisiwadng

guoisiuadns ajenbape s| jeups

‘gasjwaid 2y} woy Aeme Gunno aunnos Jo
UOISINOX2 UE UD 228 ABU) uaym SE ||am SE ‘sasiuaid
8yl UD SJ00PINO JO SI00PUI BJE URIPIUD Byl usum
SApNUl SIY] “3UED §,821AJ35 BUl Ul BJE UAUPIYD Ayl
sawy e je paspuadns Aj@jenbape aue usippys JEY)
Buunsua 10) MqIsUCdsal BJE JeqUWaW YEIS YIER DUE
Jojaudosd Byl Byl S1 2JED O [3AR] 3|JEUOSEAI SIU] JO
ped auQ "301ASS 3U) J0 BUBD 3U] Ul S| PIYD Sy} saw)
JIE JE SISIX@ P2 E JO SUED 2|JEUCSES) 23l ) Ainp v

“LZ uoNIas Ul (jay

ay)) 9661 JTY SAIAIST SUAIDIYD BU) U 5| uoisiadns
pe  Joj nbas  ay ey} juepodu

05 S| ) "S8OMIEs suaipuo w sanuound juepodun
PUE 2ISBQ 1SOW 3yl Jo 8uo S| uoiswaadns aaglay3g

SB0ISS S,URIPJIYD Ul uoIsuadng

Bupues, g uopeanpy [EITeR1 A
Jowauwpedag A

Version 1.0 2017



sBUnNo awjnos pue SuosINaxXg
ajou aonoeld paje@y

“uaipiya
Jo) sawoono aqqissod jsag oyl 190 o) sawe) 58y}
pue uaipyo ypw sabebua peyy weibosd Apenb ybiy
E 13A||30 PUB BA3IYJe 0] 3owas InoA poddns | syl

fuessanau J) auaaseul *

pasu ey sieaw Aaienbape jey) Jauuew
Alawn B Ul Spaau [ENDIAPUI S,p)IYD Ydea o) puodsal *
:0} uosod e u) Buieg
sAem|E wo sayau uorspuadns aenbepy {1z uonoas)
pasiuadns Alejenbape 51 soues ay) 1B ppy Aane
JEY] BUNSUS JSNL SISqUISW JJE)S ||B pue Jojaudoid ay)

sJagquiaw yejs pue siojaudoad Jjo Apgisuodsay

uoyejsiBa) s20IMBs S,USIPIIYD UBNOIIA,

‘UBIP(IYD B0
ay} aspuadns o] 3|QE|IEAE 5] JSQUUBL E]S JSUJOUE JBY}
Guunsua aajonul ABW SIYL "UBIPIYD Jo dnoll 1By Jo)
USHEUSpUN SBY Jaguiall YEIS By} 35U JO JUSLISSISSE
ayl Jo ped ag pnom S|yl 'SSIUSIEME S|l UIBJUIELW
0] Jepio w saiddeu Buibueys oy sjuawsbuene
SAELISYE JOpISU0D 0} peau ABW Siaguew el

“uaIpIyD Jaylo ayj jo uorswadns
ajenbepe Guweew ayym Addeu sppys e abueys
Alages ued Aay) 1ey] oS san@sway) uonisod o) Jagquisw
wels ey aanbay ABw sy S9SED BWOs Ul PIYR Byl
Ui paulejuiew aq sAEMmE pinoys 19ejuod |edisAyd
pue ejqel eBueys eyl uo euc|e WJe| 8g JeABU
pinoys ppy2 eyy sbueys Addeu e Gupyepepun apym,

-gbueys Addeu ayy
Bupnp uonuaye |In} SJ8qWalw YEIS BU) SEY PIYd 8yl
1y} aunsua s abueyos Addeu e Gupepapun o} Joud
apgissaoce Apsea s| Juswdinbs Aessazau ayl Jo B
1®y} auns Bupeyy -sbueys Addeu e Buunp peswiadns
Ksjenbape  ase usipjyo Jeyp Buunsus ) Aay
BB P{IYD SUj ypm JOEJUO0D JUEJSUOD puE uoijeledalg

“gawy (e e a|qepene 5| Guibueys Addeu
10y pasnbas juawdinba jey amsua o} Aep ayy Guunp
peYo0iSel pUE pauBa|D S| ease abfiueus Addeu syl 1Byl
ansua o) aunpaloid B doj@asp AEW SIBquiBw pels

gasodind sy soy
Ag asop sadm Ageq uapiyns alay) e 1o pIyd Syl
uEs 0] Jajem Buuni o) xeu youag sbuByd Byl | *

&g asop sawddeu jo jeseds|p ay) Joj uig 2yl S| ¢
EYoEal ulypm sianposd Guiuesso siay ey *

Luoeas vy saiddeu yjo Ajddns uswyns e asay) 5| ¢
Jiapisuo Aew siaquiaw yes ‘sbueys fddeu

e 10} Bupedasd up -ebueys Addeu e Bupqepspun o}
Jopd yoeal ulim pue a|gejeae s1 juswdinba pasnbeay
ay} 1o (e ey} Buunsus amjoau)] ABW SIY] UBIP|IYD
jo uoisiuedns Jo jens| Slenbepe ue BueuEw
o} |ejuawepuny 5 abueys fddeu e 1oy Buuedalg

abueyn Addepn

Version 1.0 2017



Attention LMPA Payroll

I (Name of Employee),

give permission for my pay slips to be sent electronically hereafter.

| accept responsibility for the security and privacy of the following email address for

forwardingelectronic pay slips;

Email Address:
(Please write the address clearly and accurately)

Signed Date

Payroll Banking Details

Pays are paid per foright into your bank account, normally Wednesday available by Thursday.

Name of Bank

BSB
Number

Account Number

Name of Account

Name of Employee

Signed: Date:

Please return this form either by mail to the address above or eméihdamcemanager@Impa.org.au
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