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To be completed by all new employees within the Public Service in DEECD.
The information collected on this form is required to confirm information provided in the online resume and application.  We require this information to enrol you on our systems such as IT and payroll.  

	Privacy The information collected on this form is for the purpose set out above and is required to enter you on our systems.  The collection and processing of this information is in accordance with relevant legislation, regulations made from time to time, instructions and policies issued by the Department and any applicable federal award and /or agreement.  DEECD may disclose some of your personal information, as applicable, to outside organisations/bodies that require this information to assist with providing employment services such as taxation, superannuation and salary packaging.  You are able to request access to the personal information that we hold about you, and request that it be corrected by contacting Corporate HR Services on 9637 2403 or the Freedom Of Information (FOI) Unit on 9637 2670.  Information about the Department’s privacy policy can be found at http://www.education.vic.gov.au/about/deptpolicies/informationprivacy.htm


A:
Completing the Personal Details Form (Refer to the stated Sections in the form.)

S1.
Personal details

Personal particulars must be completed in full.  Your first given name must be entered as shown on your birth certificate unless you have changed your first name officially.  Do not use shortened names.

Optional Information:  Your answers to these optional questions helps the Department plan staff recruitment, retention and development strategies and to meet government statistical reporting requirements. Personal identification details (name, address, work location) are not used for reports. 

Ancestry describes your ethnic or cultural heritage you identify with most.  Examples include; Aboriginal (Koorie)/Torres Strait Islander, Australian, Maori, English, Irish, Italian, Greek, Turkish, Scottish. 

Language/Linguistic Background: Record your proficiency to read, speak or write a language or languages other than English.  AUSLAN also falls into this category. 

Impairment:  indicate here if you have an impairment eg: visual, hearing or physical impairment). 

S2.
Previous EXPERIENCE WITHIN this Department

Indicate if you have previously worked in a salaried position within this Department.

S3.
Voluntary Departure Package

Indicate if you have previously received any form of departure / separation package from a Victorian Public Sector employer within the past 3 years.  If such a package has been received, indicate the date received and from which Government Department (Agency) you received it. 

S4.
Emergency Contacts information

List the contact details of up to two people who could be contacted in an emergency situation.

S5.
Declaration
Check the details you have entered on this application to ensure they are accurate and correct, then sign and date the application.
B:
Employment Checks

All persons selected for employment are required to complete a form consenting to the Victoria Police checking for and releasing details of a criminal record.  Employment will not be confirmed until proof of a satisfactory police records check is received.

All persons selected for employment are required to satisfactorily complete the relevant pre employment health requirements to confirm that they are fit to undertake the duties of the position. Employment cannot occur until the pre employment health requirements are met.

C:
Documentation to Accompany Personal Details Form.

Please supply copies, which have been certified by a person authorised to witness the statutory declaration. (See list as part of this form.)  If any documents are in a language other than English, authorised translations are also required. Note that if you provide originals, they may not be returned to you. Attach all documents securely to this form.

The following documentation must be provided

Evidence of Date of Birth
Provide a copy of a birth certificate, or extract of birth entry, or passport, or certificate of naturalisation or certificate of citizenship.  Note that baptismal certificates or drivers’ licences are not acceptable.


Evidence of Change of Name (where name differs from your birth certificate)
Provide evidence, which shows both your current and former name eg. a copy of certificate of marriage, certificate of registration of change of name, deed poll, or (if the change was not formally recorded in documents) a statutory declaration attesting to the name change.


Evidence of permanent resident status – if you are not an Australian or New Zealand citizen
Provide a copy of the relevant pages from your passport showing a stamp, which confirms your right to permanent residence in Australia.  Your name must appear on the copy.  If you are a British subject who migrated to Australia prior to 1974, evidence of residence in Australia prior to 1974 is required.  New Zealand citizens are regarded as Australian citizens for employment purposes, but evidence of New Zealand citizenship is required. If you are not a permanent resident, but have a work permit that allows the type and duration of work for which you are applying, such evidence must be provided.

The form must be completed and returned to: Corporate HR Services, Ground Floor, 2 Treasury Place, East Melbourne 3002.

	Personal Details

	Family Name
	Date of Birth ….…/……../…….

	Given Name(s)
	Gender   


Female 

Male

	Preferred Name
	

	Residential Address
	Number/Street


Suburb/Town
Postcode


	Postal Address (if different to above)
	PO Box/Number/Street


Suburb/Town
Postcode


	Contact Details
	Home Phone
Mobile Phone


	If you are NOT an Australian citizen, please indicate if you:
	Please provide evidence of a passport, citizenship, residency or work permit to Corporate HR Services.

	 are a permanent resident
	 are a New Zealand citizen
	

	 have an appropriate work permit.  Expiry date of permit ……./……./…….
	

	Optional Information

	Country of Birth


	What is your Ancestry?



	What is your language/linguistic background?



Indicate your proficiency to read/speak/write this language

	Read

 High
 Medium
 Low
	Speak

 High
 Medium
 Low
	Write

 High
 Medium
 Low

	Are you of Aboriginal or Torres Strait Islander origin?

 No
 Yes, Aboriginal
 Yes, Torres Strait Islander
	Do you have an impairment?
 No
 Yes 


	

	Employment in the Victorian Public Service

	Have you been previously employed by this Department?
 No
 Yes
If yes, state former employee ID


	

	Voluntary Departure Package

	Have you received any form of departure/separation package from a Victorian Public Sector employer within the last three years?



 No
 Yes
If yes, indicate date received  ……./……./…….  Agency responsible


	

	Emergency Contacts

	This information will be used by DEECD in the event of an emergency
Emergency Contact 1

	Name
	
	Relationship
	

	Address

	Contact – Home
	Work
	Mobile

	Emergency Contact 2

	Name
	
	Relationship
	

	Address

	Contact – Home
	Work
	Mobile

	

	Declaration

	I declare that the information I have provided is true and correct.

	Signature of employee

Date ……./……./…….
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