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Submission Checklist  

 

 
 

Before submitting your employment packé 
 

 

 

Please ensure all 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/TFN-declaration/ 
Please print Tax File Declaration and send original copy to LMPA (Merino Court) 

 Download LMPA tiqbiz 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 (if 

applicable)  

 
Please note, if completing electronically signature fields must be signed by hand or a photo of your signature 

inserted (this can be done using the ósignô tab within a PDF document). Typed signature fields will not be accepted. 
 
 
 
 
 
 

 
 
 

https://www.ato.gov.au/Forms/TFN-declaration/
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Dear Staff Member, 
 
Thank you for your enquiry re: working with LMPA, our induction is a staged approach. Please find information 
ōŜƭƻǿ ŀōƻǳǘ ƻǳǊ ƛƴŘǳŎǘƛƻƴ ǇǊƻŎŜǎǎΦ 5ƻƴΩǘ ƘŜǎƛǘŀǘŜ ǘƻ ŎƻƴǘŀŎǘ ƳŜ ƛŦ ȅƻǳ ƘŀǾŜ ŀƴȅ ǉǳŜǎǘƛƻƴǎ ŀǘ ŀƴȅ ǘƛƳŜΦ 
 

PLEASE NOTE: As 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 recommend that 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 do not endeavour 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 III however, they will not be 
processed and you will not be able to commence 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 enrolment. If you have any concerns regarding this matter, please do not 
hesitate to contact our office. 

Stage One Online Induction ς this letter, with active links can be found on the LMPA website 
www.lmpa.org.au ǳƴŘŜǊ Ψ9ƳǇƭƻȅƳŜƴǘκwŜƭƛŜŦ 9ƳǇƭƻȅƳŜƴǘΩ 

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 the service for Work Experience Students and Volunteers 

 
Stage 1-3 must be completed before staff will be employed by LMPA 
 
Stage One - Online Induction 
Policies Read and Policy Questionnaire Completed 
In order to complete stage one you are required to complete pre-induction reading of our policies.  Please find these 
listed on our website www.lmpa.org.au ǳƴŘŜǊ ΨwŜǎƻǳǊŎŜǎΩ κ ΨtƻƭƛŎƛŜǎΩΦ 
 
Policies required to be read prior to completing survey. 

Ö Dealing with Medical Conditions - QA2  

Ö Anaphylaxis ς QA2 

Ö Delivery and Collection of Children  - QA2 

Ö Incident, Injury, Trauma & Illness - QA2 

Ö Supervision of Children - QA2 

Ö Occupational Health & Safety ς QA3 

Ö Staff Code of Conduct ς QA4 

Ö Workplace Bullying ς QA4   

Ö Confidentiality and Privacy - QA7 

Ö Complaints and Grievances ς QA7 

Ö Social Media - QA7 

Ö Interactions with Children ς QA5 

http://www.lmpa.org.au/
http://www.lmpa.org.au/
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After reading these Policies please complete the Policy Questionnaire, it should take approximately 20 minutes to 
complete if you have read the policies required. https://www.classmarker.com/online-
test/start/?quiz=axr5771dae6927cb You will require an email address to commence login details and once finished 
you will be provided with a certificate that you will be required to forward LMPA Merino Court.  
 
 
Protecting Children ς Mandatory Reporting and Other Obligations for the Early Childhood Sector eLearning Module 
You also need to complete the Protecting Children ς Mandatory Reporting and Other Obligations for the Early 
Childhood Sector eLearning Module 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 completion. The certificate must then be submitted 
with your relief application. Before completing the module you will be prompted for a login which is: 
 
Login: ecec 
Password: staff 
http://www.elearn.com.au/det/earlychildhood 
 
Employee Handbook 
Please read the Loddon Mallee Preschool Association Employee Handbook ŀƴŘ ŎƻƳǇƭŜǘŜ ǘƘŜ Ψ/ƻƴŦƛǊƳŀǘƛƻƴ ƻŦ 
Receipt of Loddon Mallee Preschool Association Employee HandbƻƻƪΩ ƭƻŎŀǘŜŘ ŀǘ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ƘŀƴŘōƻƻƪΦ 
 
Education and Care Services and National Law Act 2010 and Regulations Questionnaire (to be completed by 
Permanent employees only, relief educators do not need to complete) 
This questionnaire will strengthen knowledge about the 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 services National Law Act 2010 (Part 
6 Operating an Education and Care Service, pages 114-128) and the Education and Care Services National 
Regulations (Chapter 4 Operational Requirements, pages 92-193). Before completing you will be prompted for your 
email address. 
https://www.classmarker.com/online-test/start/?quiz=rp35767948dda5bf  
 
 
Stage Two - Employment Pack 
Please complete all Employment Pack information as listed in Stage Two on the Staff Induction Checklist.  Please 
keep a copy for your personal records & forward original copy to LMPA. 
 
Stage Three - Induction DVD 
Please watch the Induction DVD https://www.youtube.com/embed/H4zZwiFcXN0 and view accompanying literature 
as listed below and on our website.  
 
LMPA Vision Statement  

Staff Induction Checklist  (Refer to enclosed) 

LMPA Relief Educator Feedback Form  - To be completed by permanent educator 

LMPA Relief Educator Feedback Form  - To be completed by relief educator 

DEECD Emergency Management Plan Cover page 

Staff Leave Application Form 

Time Sheet 

Guidelines for Emergency Staff (Blank)  

ACECQA link  

OHS Early Years core sheets 

¶ 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  

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
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Injury hotspots  

¶ http://www.worksafeform.com/hotspots/child_hotspot.html  

 

 

Bullying 

¶ http://www.worksafe.vic.gov.au/pages/forms-and-publications/forms-and-publications/your-

pocket-guide-to-workplace-bullying-support 

 

LMPA Complex Works Log & Procedure\   

Simple Maintenance Request  

Staff Handbook  

 

Once viewed please complete the LMPA Staff Induction Checklist stage 1, 2 & 3 and return signed to LMPA, 10A 
Merino Court. 
 
 
Once LMPA has received your fully completed and signed LMPA Staff Induction Checklist you have completed 
[at!Ωǎ Ŧǳƭƭ ƛƴŘǳŎǘƛƻƴΦ ¸ƻǳ ǿƛƭƭ ōŜ ǎŜƴǘ ŀ ƴŀƳŜ ōŀŘƎŜ ŀƴŘ ŀ ŘƛǎǇƭŀȅ ŦƻƭŘŜǊ ǿƘƛŎƘ ȅƻǳ ŀǊŜ ƴƻǿ ǊŜǉǳƛǊŜŘ ǘƻ ǘŀƪŜ ǿƛǘƘ 
you when you are employed at an LMPA service. LMPA uses TIQBIZ to communicate with all employees, please 
follow this link for information about this app http://www.lmpa.org.au/tiqbiz. 
 
With thanks, 
Courtney Pollard 
Early Years Administration 
10A Merino Court, East Bendigo 3550 
p: 5443-1229     f: 5444-3241     e: eyad@lmpa.org.au      w: www.lmpa.org.au 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

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/
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TICK STAGE ONE ς Online Induction  
(It is recommended you watch the Induction DVD before completing the following) 

 Policy Questionnaire Certificate attached ς Date                                                                 Initial 

 Protecting Children eLearning Module Certificate attached ς Date                                  Initial 

 Loddon Mallee Preschool Association Employee Handbook Confirmation of Receipt  Initial 

 Permanent Employees only - LMPA Education and Care Services and National Law Act 2010 and 
Regulations Certificate attached ς Date                                                                                 Initial 

TICK STAGE TWO ς Employment Pack  

 LMPA Staff Employment Pack contains: 
¶ Data Form 

¶ Policy Acknowledgement Form (bullying, code of conduct, confidentiality) 

¶ Employee Handbook Confirmation of Receipt  

¶ Qualifications, Work History & Availability Form 

¶ Payroll & Bank Details Form 

¶ Choice of Superannuation Fund Standard Choice Form 

¶ Download the LMPA tiqbiz app 

¶ Departmental Requirements around Kindergarten Programs (reading) 

¶ DEECD Supervision Practice Note (reading) 

¶ Fair Work Information Statement (reading) 
 

Documents you will need to provide (See Submission Checklist Form): 

¶ Two forms of identification (certified copies) 

¶ Proof of name change if different on certificate (eg. Marriage certificate ς certified copy) 

¶ Copy of your Working with Children Check /VIT Registration card (certified copies) 
¶ Protecting Children eLearning Module certificate of completion  

¶ Copy of your qualification (certified copies) 

¶ Copies of you first aid, CPR, anaphylaxis & asthma training (certified copies) 

¶ Copy of your current resume including 3 early years work related referees  

¶ Medical management plan (if applicable) 

¶ Tax File Number Declaration Form (downloadable from https://www.ato.gov.au/Forms/TFN-declaration/ 

TICK STAGE THREE ς Induction DVD  

 Vision Statement 

 Relief Staff Feedback Form & Process 

 Job Interview 

 Referee checks - two minimum, 3 preferred 

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

 LMPA Business Card - Relief Phone Number.  If ill the sooner the better 0427 278 399 (please put 
in your phone) 

 Employee Handbook ς available to read on LMPA website under staff forms 

 Policy Folder ς permanent staff to become familiar 

 Website www.lmpa.org.au and staff log in information 

 LMPA Staff Newsletter once per term on website 

LMPA Staff Induction            

https://www.ato.gov.au/Forms/TFN-declaration/
http://www.lmpa.org.au/
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 LMPA Family Newsletter once per term on website and at service ς staff to provide a sign which 
says that it is available now on the website  

 OHS ς /ƻǊŜ {ƘŜŜǘǎ ŦƻǊ /ƘƛƭŘǊŜƴΩs Services 

 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 
VEYLDF ς Victorian Early Years Learning & Development Framework 
EYLF ς Early Years Learning Framework 
NQF ς National Quality Framework & QIP (Quality Improvement Plan) 
http://acecqa.gov.au/ 

 Preschool Strategic Plan 

 Simple Maintenance Request Forms 

 Works Log and Procedure 

 Emergency Management Plans 

 LMPA Uniform ς optional 

 LMPA Name Badges 

 Viewed DVD ς Date                                                                                                              Initial  

 
This LMPA induction Process stage 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:  

¶ Wear your name badge 

¶  Display your introduction sheet prominently at the entrance to the preschool (check position 

with responsible person in charge)  

¶ Carry your staff record with you in a display folder.  

 

 
Thank you for completing  
I _____________________________________ have been inducted as a LMPA staff member all areas above 
where addressed and I 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 

 

 
 
 
 

http://acecqa.gov.au/


Version 1.0 2017 

 
 
 
 
 
Hi Children and Families,  
I will be working with you today as a relief educator. 
My name is  
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
I look forward to meeting you. 
aȅ ²ƻǊƪƛƴƎ ǿƛǘƘ /ƘƛƭŘǊŜƴΩǎ /ƘŜŎƪκ±L¢ bƻΥ  
 
 
 
 

 
 
 
 
 

Please insert a coloured photo here. 
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LMPA Staff Induction 
TICK STAGE FOUR ς Orientation to the service on Relievers first time working at the 

service 
INITIALED 

 Orientation to the service ς Relief Educators 

¶ Guidelines for Emergency Staff ς a copy to be forwarded to LMPA which will 
be forwarded to relief staff, first time relievers need to be inducted at service.  

¶ Supervision plans both inside and out 

¶ Emergency evacuation 

¶ Plans ς medical: first aid, anaphylaxis etc.  
Relief Staff are encouraged to arrive 30 min prior to the session on their first visit to a 
service; this means they will only have 15 min at the end of a session. 

 

 Does the 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 the Educator 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 forward to 
LMPA if possible please discuss our comments with the relief educator. 

 

 
Service Name  
Orientation Date  
Name of Relief Educator  
Signature of Relief Educator  
Name of Responsible Person in charge providing 
orientation 

 

Signature of Responsible Person in charge 
providing orientation 

 

 
Original to be kept in Educators Staff Record 
Copy to be provided to LMPA 
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LMPA Staff Induction 

TICK STAGE FIVE- New Permanent Educators 

 Introduction to the staff team & Staff Communication 

 Provided with keys and keys to be signed out of the key register including filing cabinet keys 

 Sign in/out book 

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

 Provided with a copy of centre philosophy 

 Read Employee Handbook ς available on the LMPA website  

 Be made aware of the location of key folders including but not limited to service folder, policy 
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 

¶ /ƘƛƭŘǊŜƴΩǎ 9ƴǊƻƭƳŜƴǘ wŜŎƻǊŘǎ 

¶ Guidelines for Emergency Staff 

 If the educational leader ς finance induction with LMPA Finance Team, other staff are to access 
LMPA finance procedures including purchasing procedures from services educational leader. 

 Emergency Management Plans to be reviewed each term and up-dates to be forwarded to LMPA  

 Staff Leave application form 

 Strategic Plans 

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

 Teachers Network Meetings -agenda and minutes on website 

 Stakeholders information - agenda and minutes on website 

 Certified supervisor status and responsibility 

 Computer / website knowledge 
Kinder Computer  

¶ How to turn on / Log in / Password 

¶ Check emails 

¶ Download photos 

 First Aid kit & Medication Storage 

 Medical Management Plans 

 tǊƻƎǊŀƳ ƛƴŦƻǊƳŀǘƛƻƴ ϧ /ƘƛƭŘǊŜƴΩǎ wŜŎƻǊŘǎ 

 Contact details for all staff and Volunteer Parent Committee (VPC) / Staff Trays 
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I have been inducted as a permanent Preschool Staff member, all areas above were addressed. 

Service Name  
Orientation Date  
Name of New Staff Member  
Signature of Staff Member  
Name of Responsible Person in charge providing 
orientation 

 

Signature of Responsible Person in charge 
providing orientation 

 

 
Original to be kept in Educators Staff Record 
Copy to be provided to LMPA 
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LMPA Induction 
TICK STAGE SIX ς Induction and Orientation to the service for  

Work Experience Students and Volunteers 
INITIALED 

 Orientation to the service ς Work Experience Students and Volunteers 

¶ Sign In/Out book 

¶ Guidelines for Emergency Staff  

¶ Supervision plans both inside and out 

¶ Emergency evacuation/exits 

¶ Plans ς medical: first aid, anaphylaxis etc.  

 

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

 

 Introduce Work Experience Student or Volunteer to other staff  

 Place an introduction sign at entrance  

 Please provide a temporary name badge  

 Where possible, introduce the Work Experience Student or Volunteer to 
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 Protection ς any information or observation to be reported immediately 
to the responsible person in charge. 

 

 Parent Interactions ς any questions or complaints from parents to be directed 
immediately to the Early Childhood teacher 

 

 The importance of good hygiene practices.  

 Non-smoking regulation  

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

 

 

Service Name  
Orientation Date  
Name of Work Experience Student or Volunteer  
Signature of Work Experience Student or Volunteer  
Name of Responsible Person in charge providing 
orientation 

 

Signature of Responsible Person in charge providing 
orientation 

 

 

Original to be kept in Educators Staff Record 
Copy to be provided to LMPA 
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Employee Data Form    
           Personal Details  

NAME  
 

DATE OF BIRTH  
 

 

HOME PHONE  
 

 
MOBILE PHONE  
 

 

ADDRESS  
 
 

 
Email  
  

EMERGENCY 

CONTACT NAME  
 

EMERGENCY  

CONTACT PHONE  
 

RELATIONSHIP   
EMERGENCY  
CONTACT  MOBILE  

 

MEDICAL 
CONDITION:  
Eg, Asthma, Diabetes, 
Anaphylaxis.  

 

IS YOUR  MEDICAL 
MANAGEMENT PLAN  
ATTACHED ? (refer to 
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  
Copy Attached  

 DATE UNDERTAKEN   

CPR COURSE CODE  
Copy Attached  

 DATE UNDERTAKEN   

EMERGENCY ASTHMA 
MANAGEMENT  
COURSE CODE  
Copy Attached  

 DATE UNDERTAKEN   

 

ANAPHYLAXIS  MANAGEMENT  

COURSE CODE   
Copy Attached  

  

DATE UNDERTAKEN  
 

 

Anaphylaxis Practice 1  
Date  

 Anaphylaxis Practice 2  
Date  

 

 
 

Certified Supervisor Number___________________ Copy Attached  
 

As  

Assessment Notice  
Working with Children 

Check/ VIT reference 
number  

 

 
 

 

 
Expiry Date  

 

 

 
                Read by Approved Provider  
 

Date 
Currency 
Verified  
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ATTACHMENT 1 

 

Policy Acknowledgement 

I hereby acknowledge that I have read the:  

Á Code of Conduct Policy for Loddon Mallee Preschool Association (LMPA). Initial_______ 

Á Workplace Bullying Policy for Loddon Mallee Preschool Association (LMPA). Initial________ 

Á Confidentiality and Privacy Policy for Loddon Mallee Preschool Association (LMPA). Initial_______ 

Á ICT Policy (permanent staff only) Initial_______ 

Á Child Safe (formerly Child Protection) Policy for Loddon Mallee Preschool Association (LMPA). Initial_______ 

 

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

I 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. 

I 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 I am working for LMPA. 

 

 

    

Signature  Name (please print)  Date 
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Qualifications, Work History & Availability  
New Employee Name:  

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

Tertiary Institute:  
 

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

Date Completed:  

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

Tertiary Institute:  
 

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

Date Completed:  

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  

     

     

     

     

     
 

 

 
 

TIMES AVAILABLE FOR WORK  

Day  Yes/No  Times  

Monday    

Tuesday    

Wednesday    

Thursday    

Friday    

 

I am happy to relieving in the following positions:           TEACHER             DIPLOMA             ASSISTANT  

(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 ï tick preferred locations  

 

SOUTHERN SERVICES -  BENDIGO  
 AXEDALE  ELMORE  EPSOM  HEATHCOTE  HELM STREET 

 HUNTLY  KANGAROO FLAT  KENNINGTON  MARONG  NEALE STREET NORTH 

 NEANGAR  SOUTH BENDIGO  SPRING GULLY  STRATHFIELDSAYE  WHITE HILLS 

CENTRAL SERVICES ï ECHUCA  
 ECHUCA CENTRAL  ECHUCA EAST  ECHUCA SOUTH  GUNBOWER  LOCKINGTON 

 ROCHESTER  STANHOPE  TONGALA     

NORTHERN SERVICES ï SWAN HILL  
 KUNAWAA  NYAH WEST  SWAN HILL NORTH  SWAN HILL SOUTH  WOORINEN SOUTH 

 

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.  
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Attention LMPA Payroll 
 
I ______________________________________________ (Name of Employee),  
 
give permission for my pay slips to be sent electronically hereafter.  
 
 
I accept responsibility for the security and privacy of the following email address for  
 
forwarding electronic pay slips;  
 
 
Email Address:________________________________________________ 
(Please write the address clearly and accurately) 
 
 
Signed __________________________Date ____________________________ 
 
 

Payroll Banking Details 
 
Pays are paid per fortnight 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 email to financemanager@lmpa.org.au  
 
 
 
 

 
 
 
 

mailto:financemanager@lmpa.org.au

