
	
	
	

	HR4
	Honorary Appointment
	[image: image1.png]Wi o

“W*‘«,

* %






	Use this form to advise Local Human Resources of the appointment of Academic Honorary or Visiting Fellows with an appointment greater than 2 weeks, and / or where a Visa is required. 
A Curriculum Vitae of the Honorary Appointee must be attached to this form. 
All fields on this form which are marked with an asterisk (*) are mandatory.
	This form is processed by Local HR.
Once this form has been completed it must be printed, signed, approved and sent to your Local HR Officer for processing. 

Enquiries regarding this form can be made to your Local HR Officer: http://go.unimelb.edu.au/y6x.

	1. organisation unit and position information*
Please refer to the HR Policy Manual (http://policy.unimelb.edu.au/UOM0103.1#section-15) for further information

	Org Unit Name
	     
	Dept / Org Unit No.
	    

	Administrative Contact Person
	     

	Contact Person’s Email
	     
	Contact Person’s Telephone
	     

	Honorary Type
	 FORMDROPDOWN 


	Start Date
	     
	End Date
	     

	Supervisor Name†
	     
	Supervisor Employee No.
	     

	†The supervisor for honorary positions is normally the Head of Department unless otherwise approved by the Dean

	2. personal information

	Employee No*
	     
	Gender*

	 FORMCHECKBOX 
 F
 FORMCHECKBOX 
 M
	Security Pin: Please create a 4 digit pin for use when registering for IT systems1
	    
If left blank, your year of birth will be used

	Title*
	     
	Preferred Given Names
	     

	Family Name*
	     
	Given Names*
	     

	Street Address*
	     
	Suburb*
	     

	Country
	     
	State*
	     
	Postcode*
	     

	Date of Birth*
	     
	Email
	     

	Phone*
	     
	Fax
	     

	Citizenship*
	     

	Does the person have Australian Permanent Residency?*
	 FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No

	Will a Visa be required?*
	 FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No

	Certified copy of Visa attached?*
	 FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No

	Are there special forwarding arrangements 
required for the letter of offer? Please choose.
	 FORMDROPDOWN 
 

	3. reasonable expenses

Please refer to Chapter 11.2 of the Finance PPP manual (http://www.unimelb.edu.au/FinPPM/11.html#11.2.) for details on how to pay or reimburse for expenses

	Are expenses to be paid / reimbursed?
	 FORMCHECKBOX 
 Travel
	$     
	These amounts will appear on the letter of offer issued by Human Resources

	
	 FORMCHECKBOX 
 Accommodation
	$     
	

	
	 FORMCHECKBOX 
 Living Expenses
	$     
	

	4. delegation 2 approval* 
	Please print name below

	Signature of
Head of Dept
(Level 2 Delegation)
	
	Name
	     

	
	
	Date
	     

	Signature of Dean / 
Vice-Principal
(Level 3 Delegation)
	
	Name
	     

	
	
	Date*
	     

	privacy information

	Information collected on this form will become part of your employment record. 

It will be stored securely and only used or released in accordance with the University’s privacy policy which is available from www.unimelb.edu.au/unisec/privacy.

	human resources use only

	Processed by
	

	Stamp
	


1. For more information on the use and management of your Security Pin refer to the Themis fact sheet Recording a Security Pin: http://www.themis.unimelb.edu.au/resources/RC_Security_PIN.pdf
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