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 New Employee Details Form PART A
[Employee to complete]
	Personal Details

	Title:

(please circle)
	Mr
	Mrs
	Miss
	Ms
	Rev
	Other:

	Given Name/s:


	Family Name:

	Birth Date:
	

	Gender: 
Male   (
Female   (

	Tax File Number:
	
	
	
	
	
	
	
	
	

	Residential Address:

P/Code:

	Postal Address: 
(if different from above)

P/Code:

	Home Phone:
	
	Mobile:
	

	Email Address :

(for payslip delivery) 
	

	Email Address :

(for general contact)
	

	Pay Disbursement

	Bank and Branch: 
	

	BSB:
	_ _ _ - _ _ _
	Account Number :
	

	Account Name:
	

	Bank and Branch:
	

	BSB:
	_ _ _ - _ _ _
	Account Number :
	

	Account Name:
	

	Employee Declaration

	I certify that all the details provided are true and correct

	Employee Signature:
	
	Date:
	


Employee – Employment Details Form PART B
[Parish/School/Division Representative to complete]
	Employment Details

	Position Title:
	

	Status:

(please circle)
	FT
	PT
	CAS
	Start Date:
	End Date:
(if fixed term)

	Days & Hours worked per Week
	

	Pay Rate:

	Gross Annual Salary:
	$
	· (pay rate x Hrs per week x 52)

	Annual Leave Loading:
	17.5%
	· If applicable

	Superannuation:
	9.5%
	· As per SGC legislative requirement   


	Authorisation

	Parish/School/Division:
	

	Contact Name:
	

	Position:
	

	Contact Phone:
	
	Email:
	

	Signature:
	
	Date:
	

	
	

	Parish/School/Division:

	

	Contact Name:
	

	Position:
	

	Contact Phone:
	
	Email:
	

	Signature:
	
	Date:
	


	Checklist

	Employee Details Completed and signed
	(
	 NOTE:

Before sending to Payroll the checklist is to be completed to ensure that all the required paperwork is supplied.



	Employment Details completed and signed
	(
	

	Parish Authorisation completed and signed
	(
	

	Tax File Declaration form attached
	(
	

	Super Choice form attached
	(
	

	Letter of offer/Contract attached
	(
	


	OFFICE USE ONLY

	Entered into MYOB  
	(
	Date:
	By:

	Above forms attached?
	(
	List any missing:
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