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UNITING CHURCH IN AUSTRALIA SYNOD OF NSW AND THE ACT

	NEW EMPLOYEE PROCESS CHECKLIST DOCUMENT 



1. Employers are to ensure all documentation requested by HR Services is completed and authorised by the authorised employer representative.

2. If the authorised representative requires assistance compiling the below information please contact HR Services.

3. Completed forms are to be sent by the authorised representative for the organisation to:

Payroll Bureau Service – Uniting Resources

PO Box A2178 Sydney South NSW 1235
P:  (02) 8267 4369

F:  (02) 8267 4225

E: lenaa@nsw.uca.org.au
New Employee Checklist 

	Letter of Offer request form has been sent to HRS.
	

	Letter of Offer has been received from HRS, issued to and executed by New Employee
	

	Employee Personal & Bank Details form has been completed & signed by New Employee.
	

	New Total Remuneration Package Document has been completed and signed by employer
	

	Ensure employee has filled out and signed Tax File Declaration Form with employers section completed by the employer.
	

	Ensure New Employee Deduction Document (If applicable) has been signed by employee and authorised by employer 
	

	Ensure all details have been completed & signed by New Employee.
	

	Ensure all details have been checked & verified by the employer’s authorised representative.
	

	Ensure that copies of all documents have been kept for the employer’s and employee’s records to enable the employer to fulfill their legal obligations.
	

	It is essential that: all the above criteria has been met prior to sending any information to the Payroll Bureau Service as New Employees can not be processed until Payroll receives;

· Signed copy of this Check List with all criteria met. 

· Signed copy of the Letter of Offer

· Signed copy of the Personal & Bank Details form 

· Signed copy of New Total Remuneration Package Document 

· Signed copy of the Tax File Declaration form with the employer section filled

· Signed copy of the Employee Deductions Document (If applicable) 

All documentation must be sent together all at once so that the Payroll Bureau Service can ensure all the criteria has been fulfilled. You as the employer keep a record of documents sent so that you can fulfill your legal obligations. HRS will accept an email from the authorised representative with all documentation, including this checklist, attached. 

I have attached to this checklist, a copy of the Employee Personal & Bank Details form & a copy the New Employees Letter of Offer, a tax declaration form with the employers section filled out by the employer and Employee deduction form (If applicable).

Date:_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  

Name (Print):_ _ _ _ _ _ _ _ _ _ _ _  (Must be authorised representative)        Signature:_ _ _ _ _ _ _ _ _ _ _ 
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