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	PROSPECTIVE EMPLOYEE COMMENCEMENT

PROSPECTIVE EMPLOYEE COMMENCEMENT REQUEST FORM
	
	PLEASE COMPLETE AND FORWARD TO:                              HUMAN RESOURCES BRANCH

DIVISION OF SERVICES AND RESOURCES

	

	
	



This form is to be used to request set up of a temporary Human Resources (HR) record to enable commencing staff members access to the University Network and related computer systems.  It should only be used for fixed-term/continuing staff where appointment forms have not been submitted to Human Resources prior to commencement, or for casual staff members who need access to on-line services on the day they commence.  This will ensure the staff member has a University Staff Directory (LDAP) username and an email account.  If you need any desktop services (eg a computer set up) or access to any shared network folders, then you should also submit an appropriate request to the ITS Helpdesk.  For desktop services, email the ITS Helpdesk or telephone 33000.  For access to shared folders, the “Shared Network Folder – Request for Access” form is available from: <https://www.adelaide.edu.au/ITS/helpdesk/Forms>.

This form does not replace any of the existing HR appointment procedures or forms and will not allow payments to be made.  All normal appointment procedures must be followed and HR must receive bank and taxation forms before any payments can be made.

If a staff member needs access to the University network set up by the day they arrive this form must be submitted at least three working days prior to the staff member’s expected commencement date.

This form must contain the full names of the prospective staff member, as they would appear on a birth certificate or passport and full address details.
	staff member DETAILS (PLEASE USE BLOCK LETTERS)

	School/Branch:
 Work phone:

Nature of employment: 
 FORMCHECKBOX 
  Continuing/Tenurable
 FORMCHECKBOX 
  Fixed-term
 FORMCHECKBOX 
  Casual 
Title:
 Family name:
 Given names (in full):

Date of birth:

Preferred name (in full):
 

(Note: This name will be used to set your email address and will be used to display in IT systems.  Shortened versions of your first name or middle name only should be included.  You cannot elect a family name other than the one indicated above.)
Home/postal address:

City:
 State:
 Postcode:

Expected commencement date:




	authorisation 

	Head of School/Branch Manager

Name (please print):

Signature:
 Date:





	OFFICE USE ONLY

	Effective date (3-5 days prior):


Staff movement form sent by:
 Date:

HRIS entry by:
 Date:
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