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	( New Employee


	( Existing Employee. 
	( Royal Bank Member. 
	( Extension of Contract
	( SPONSORSHIP   

     VISA  Required

	E-Recruitment Approval Job Reference No: 
	___________    

	Successful Candidate Name  ____________________________________________________________________________

	Department  _______________________________________
	Commencement Date  _____________________________



	Position Title  _____________________________________
	Employee Status (i.e. FT, PT, CS)  ___________________

	Classification ______________________________________


	Hours per week   ______________    ADO:  ( Yes      ( No

	Other Allowances (eg. Higher Qual, Laundry, Oncall, etc):

______________________________  $ ………… / week

______________________________  $ ………… / week

Over Award * or Salary Maintenance Payments:

______________________________  $ ………… / week

* CEO approval required for ALL over award payments
	Tenure:
        ( Ongoing       
( Fixed Term 

End Date for Fixed Term:____________________________

Reason for Fixed Term:

( Funding 

( Parental Leave 

( Long Service Leave

( Other :_________________________________________



	Complete Work Schedule Below:

 Night-duty           Rotating all shifts           Weekend work
MON

TUE

WED

THUR

FRI

SAT

SUN


	Cost Centre & Funding Split:

Primary: Cost Centre _________  hrs  _______ % _______

Other:
Cost Centre  ________  hrs  ________ % _______

	Existing Employee ONLY:

	Is the employee reverting back to their previous employment conditions at the end of this appointment?      
( No
( Yes

	Is this position to be undertaken in addition to the existing employee’s current role?    


( No
( Yes

	If yes, please complete information below and cost centre split above:

	Current Department ………………………………………….
	Current Classification ………………………………………..

	The following mandatory supporting documentation must be attached and sent to People & Culture.
All documentation for Junior Medical Staff Appointments should be sent to the Medical Workforce Unit.

* Copies must be certified by People & Culture or Department Manager 

	Nursing, Allied Health and General Staff:
· Candidate Resume / CV

· Interview notes and Reference checks (minimum of two)

· Current Professional Registration (if applicable)

      eg. Nursing Registration certificate  *

· Qualification / Degree / Certificates (if applicable)  *
	Senior Medical Staff (SMS) / Junior Medical Staff (JMS):
· Candidate Resume / CV

· Interview notes and Reference checks

· Medical Qualification / Degree  *
· Fellowship Certificate *  (SMS only)
· Current Medical Registration Certificate *
· Current Medical Indemnity Insurance Certificate *(If applicable)

·   Current Professional Development Program Certificate * (If applicable)
·   Scope of practice document (SMS only)

	Working With Children and Police Record Checks:

	It is RCH policy that new employees are required to undertake Working With Children Checks and Police Checks prior to commencement of employment with RCH. New employees are not to commence employment prior to a satisfactory police record check and WWC being confirmed. Existing staff appointed or promoted to a new position within RCH for whom a police check has not been performed upon initial employment need to complete a police check. Allow approximately 15 working days for checks to be completed.

	Department / Unit Manager Name:                           
	Signature:

	Title:
	Date:


P&C April 2009


