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	CHANGE PERSONAL DETAILS

CHANGE PERSONAL DETAILS REQUEST FORM
	

	PLEASE COMPLETE AND FORWARD TO:                     HUMAN RESOURCES BRANCH


DIVISION OF SERVICES & RESOURCES

	


	CHANGE PERSONAL DETAILS

CHANGE PERSONAL DETAILS AUTHORISATION FORM (continued)
	



This form is to be used by an employee to change their personal details.

	staff member DETAILS (PLEASE USE BLOCK LETTERS)

	Employee ID:  __ __ __ __ __ __ __ School/Branch:
 Work phone:

Title:
 Family name:
 Given names (in full):

 FORMCHECKBOX 
  Staff
 FORMCHECKBOX 
  Affiliate School/Discipline:


 FORMCHECKBOX 
  Current Student 

 FORMCHECKBOX 
 International Student            Date of Birth: _____/_____/______   Sighted by ISC: ________________
(NB: this form must be lodged with the International Student Centre [ISC])



	address

	 FORMCHECKBOX 
  Home address
Address:


City:
 State:
 Postcode:

Home phone:
 Mobile phone:


Email:
 Fax:


 FORMCHECKBOX 
  Mailing address
Address:


City:
 State:
 Postcode:

Home phone:
 Mobile phone:


Email:
 Fax:


	emergency contact

	Name:
 Relationship:


Home address:


City:
 State:
 Postcode:

Home phone:
 Mobile phone:


	citizenship

	 FORMCHECKBOX 
  Temporary to permanent resident
Date:


 FORMCHECKBOX 
  Permanent resident to citizen
Date:



	CHANGE OF OFFICIAL NAME/prefix/date of birth

	The University will change a staff member’s records if documentary evidence is submitted.  This evidence, original or certified copy, may be one of the following:

(a)  Marriage certificate, birth certificate or passport;

(b)  Deed poll, executed through a solicitor or notary public;

(c)  Certificate of change of name, issued by the Principal Registry Office of Births, Deaths and Marriages Registration Division, Office of Consumer and Business Affairs;

(d)  For offshore international students only, enrolled in Hong Kong or Singapore, an official Hong Kong or Singapore government identification card.

	Family name:
from:
 to:


Given names: 
from:
 to:


Title: 
from:
 to:


Date of birth:
from:
 to:



	CHANGE OF preferred NAMe

	Staff may elect to nominate a preferred name.  A preferred name is a name other than your official first name and is a name that is either a shortened version of your first name eg Bob or is your middle name and the name that you are known by in the community.  A preferred name will be used to generate an email address and will be displayed in some end systems which can be viewed by the University and external community.  

You will need to provide a copy of some identification such as a driver’s licence, staff/student ID card or other form of identification which will verify that you are making the request to change your name.  This should be submitted to either HR (documents only ) or the Student Centre (in person).  Note that when this is actioned, your email address may change.  Your former email address will become an alias and will still receive emails.
Given names: 
from:
 to:




	authorisation (SIGNATURE REQUIRED)

	Staff Member

Signature:
 Date:


Please retain a copy for your own records


	OFFICE USE ONLY

	 FORMCHECKBOX 
  Document sighted
 FORMCHECKBOX 
  TRIM/Records/RMO
 FORMCHECKBOX 
  Payroll
 FORMCHECKBOX 
  Electoral Roll
 FORMCHECKBOX 
  Alumni
 FORMCHECKBOX 
  Copy to Enrolments/HR
Signed……………………………………………………Date ……………………
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